
Basic Training Serjes ecc98b

Basic Microsoft Windows Training

Mild -+-
BARENTS
-CROUP.UC-

General Computer User's Manual

- Microsoft Windows 95/98/NT

D()F-DFG TRAINING 99-1

A Fiscal Policy Analysis Activity in

cooperation with CCPAP, DOF,

USAID, and BARENTS

Donald Daryl Ayochok Daoey
Instructor

CCPAP-MIS



Contents

Preface
About This Manual
Symbols and Conventions

Chapter 1

Setting Up Your Computer
Connecting the Parts

, Step I: Connect the Keyboard

Step 2: Connect the Mouse

Step 3: Connect the Printer

Step 4: Conl1ect the Monitor

Step 5: Connect to a Power Source

The Post-Setup Checklist

Chapter 2

Using Windows
Before You Start
Getting Started with Windows

Logging on to the Network

Getting to Know Start Button

The Windows Taskbar

Working with Programs

Opening a Document
Finding a File or Folder on Your Computer

Getting Help
Shutting Down
Exploring Your Computer

Organizing Files and Folders

Working Within Documents

Printing a Document
Do's and Don'ts of Working with Your Computer

i
i

1-1
1-1
1-1
1-2
1-3
1-4
1-5

2-1
2-5
2-5
2-6
2-8
2-9
2-12
2-16
2-17
2-23
2-25
2-28
2-33
2-38
2-40

Contents



..
Contents,

Chapter 3

Working in DOS Mode
How To Get To DOS Mode 3-1
Basic DOS Commands for Windows 95 3-1
Basic DOS Commands for Windows NT 3-12
Common DOS Error Messages 3-22

Chapter 4

Communicating with People
Intemet? E-mail? 4-1

ill How to nse E-mail using Eudora Light 4-2
Checking for a New Message 4-2
Creating an Outgoing Message 4-2

• Attaching a File to a Message 4-3
Sending a Message 4-3
Sending a Rejected Message 4-4

llilll Replying to a Message 4-5
Forwarding a Message 4-5
Printing a Mes~age 4-6

ill Deleting a Message 4-6
Converting E-mail to a File 4-6

Saving a Message as a File 4-6
ilII Saving an Attachment as a File' 4-7

! Using the Address Book 4-8
L Creating New Entries 4-8.. Deleting Entries 4-10
1

iIifj

Chapter 5

THE INTERNET
,Ill

The Internet: How It works 5-1
Browsers 5-2

Browser Facts 5-2
A Browser Interface 5-3
A Web Page Interface 5-4

Ii. Browser Key features 5-5 !

Where to go? 5-6 '!

What you can do with your browser 5-8
Research 5-8
Bnying anything online 5-9
Secure sites 5-9
Chat 5-9
Saving Internet Objects 5-9

.-

'. .a"



iIiil l-
,

iii
,,
I
L"

Customizing your browser
Browser Home Page
Text Search
Entering a Web Address
Revisit recently viewed pages
Add a page to the Links Bar
Favorites

Smileys or Emoticons
Communication Abbreviations
Some useful URLs

5-10
5-10
5-10
5-10
5-11
5-11
5-11
5-12
5-18
5-19

Contents

"'"

SOME FACTS ABOUT INTERNET IN THE
PHILIPPINES



-I Preface

... i PREFACE

About this Manual

This manual provides the information you need to start using your computer. It is
designed as a primer, and NOT as a technical manual. For this reason, the entire text is
presented in the simplest way possible. It covers only the most fundamental topics that
will help you get started, including:

• how to set up your computer.

• using Windows (covers both 95 and NT)

• connecting to the network (Local Area Network)

To leam how to use specific programs installed in your computer, consult their manuals
or get in touch with your system administrator.

Symbols and Conventions

The following format conventions are used throtlghoutthis mannal.

• Key names appear in boldface type. For example, Enter, D~lete, Shift.

• When keys must be pressed at the same time, the action is represented by the key
names and the plus (+) symbol. For example, Ctrl + All + Delete.

• When you need to make a selection using the mouse, you will be directed to either
point, click, or double-click on the item. '

• Technical tenus appear in italics.

The following words and symbols mark special messages throughout this manual.

tt/.·. I-.
WARl~ING: Text set off in this maimer indicates that failure to follow
directions in the warning could result in bodily harm or loss oflife.

!I
CAUTION: Text set off itl this manner indicates that failure to follow
directions could result in damage to equipment or loss of infonnation.

IMPORTANT: Text set off in this manner presents clarifying information or specific
instructions.
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NOTE: Text set off in this manner presents comlilentaIy or interesting poiilts of

infol1nation.

TIPS: Text set off in this maIUler gives you helpful hints for using your computer and

conlpleting tasks.

In some sections, most instructions reference a specific part of equipment like this:

This is the instruction that refcrences a,specilic pm·t e shown in the illustration.

To locate that part, simply lookJor the matching number in the illustration.

I
, I
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Setting Up Your Computer 1-1

Connecting the Parts

STEP Connect The Keyboard

Plug the keyboard cable 0 into the matching round connector, called the keyboard

portfj , on the back of your computer. .

.
CAUTION: To avoid damages to the metal pins located in the cable,

make sure that they are properly aligned with the holes as you try to

join them.

STEP Conned The Mouse

Locate the connector with 9 holes on the back of the computer. This connector is

called a serialporte. Plug the //louse cable e into this connector.

Place the mouse on a clean, flat surface. Use a //louse pad 0 if one is available.

General Computer User's Manual Microsoft Windows 95/98/NT
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STEP

______"'Se"'t"'ti"'ngUp Your Computer 1-2

Connect the Printer

Plug the female end of the prillter cable0 into the printer.

NOTE: Secure this connection by pushing the clips located on the sides ofthe
connector inward

Ifyou do not use a data switch:

Find the connector on the back of your computer that has 25 holes. This is called
parallelporte. Plug the other end ofthe printer cable to this connector.

NOTE: Secure this connection by tightening the screws on the sides of the printer
cable end.

Ifyou share a prillter with another computer using a data switch:

Find the connector on the back of the data switch that has 25 holes. Plug the other
end of the printer cable to this connector.

NOTE: Secure this connection by tightening the screws on the sides of the printer
cable end.

Get another printer cable. Connect the female end to either connector labeled A or B on
the back of the data switch, and the other end to the parallel port on the back of your
computer.

General Computer User's Manual Microsoft Windows 95/98/NT
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, 'I 1

Setting Up Your Computer 1-3

Connect the Monitor

Plug the free end of the //lollitor sigllal cable (i) into the //lollitor cOllllector 0 on

the back of your computer.

NOTE: Secure this connection by tightening the screws.

Plug the end of the //lOllitor power cord(i) into the appropriate power source G) .

CAUTION: To avoid equipment damage and physical harm, make sure

that you properly match the voltage (HOV or 220V AC) when making

power connections. Also check the voltage select switch on the back of

the computer ifit is inproper position.

General Computer User's Manual Microsoft Windows 95/98/NT



Setting Up Your Computer 1-4

STEP Connect To A Power Source

CAUTION: To avoid equipment damage and physical harm, make
sure that you properly match the voltage (HOV or 220V AC) when
making power connections. Also check the voltage select switch
(fjon the backofthe computer ifit is inproperposition.

Plug the power cord (i) into the power cord COllllector (D on the back of your
computer.

Plug the male elld~ of the power cord" into the power source(@.

It is also strongly suggested that you use an Automatic Voltage Regulator (j (AVR)
and! or Surge Suppressor ~ whenever available. An Uninterrupted Power Supply
(UPS) is also ideal

110 V setting

220 V setting

I

I

/

til
~.
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'1 :

Setting Up Your Computer 1-5

The Post-Setup Checklist

Before you turn the power on, there are a few basic things you need to check first to
ensure that everything will work pl'Operly.

./ Is the computer connected to a working wall outlet?

./ Are the power cords (computer to AVRlUPS/surge, then to wall outlet) plugged
firmly?

./ Do the voltage settings match throughout your power connections?

./ Are all cables - including the keyboard, mouse, monitor and printer connected
properly and securely?

./ Is the floppy diskette drive empty?

When everything listed above is ok, you are ready to use your computer!

CCP Computer User's Manual
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Using Windows 2-1

Before Yon Start

Windows is the operating system where you will run all your programs. This chapter
introduces you to using Windows. But first there are a few basic things you need to
know before you begin.

IMPORTANT: If you are new to Windows, it is strongly recommended that you go
through the following sections first.

NOTE: Your computer runs either Windows 95 or Windows NT. In general, any
reference to Windows throughout this text pertains to whichever version is installed in
your computer. In certain topics where differences between the two versions must be
clarified, the version (Windows 95 or Windows NT) is specified.

What is a pl'ogram?
A program is where you do things on your computer. Each program has its own
purpose and set of capabilities. For example, you can:

• Write a letter using a word processing program.

• Manage a budget using a spreadsheet or personal finance program.

•. Edit a picture or drawing using a graphics program.

What is a window?
Whenever you start a program or document, a framed area, called a window, that
contains the program or document pops up on your screen. You can change its size,
move it around the screen, or close it. You can have multiple windows open at the same
time. In such case, they will be layered on top of each other, side by side, or arranged in
any way yOlt find most convenient. Most of the things you do in Windows involve
using windows.

What is the Windows desktop?
Everything you see on your screen while inside Windows comprised the Windows
desktop. It is like your desktop at the office where you do all your work and keep your
important documents.

Gcncral Computer User's Manual- Microsoft Windows 95/98/NT
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Using Windows 2-2

What's in a window?

The following are what you see when you open a window.

Title bar. This displays the title of your program and/or document. CIi~k on
this area selects the window and makes it the active window. You should
activate a window if you want (0 edit your documcnt, or generally, perform any
task in a program.

Menn bar. Lets you access all features of the program, or operations that you
can perform with the document.

Minimize button. Clicking this reduces a window to a button on the taskbar so
it is not in your way but still easily accessible. Aftcr minimizing a window, you
can see its button at the bottom of your screen.' Although the window
disappears, the file remains present in the computer's memory, so any unsaved
work is still accessible. To bring back the window, click on its button at the
bottom of the screen. I

Maximize button. Clicking this makes the window fill your entire screen for
easier viewing.

Close button. Clicking this button closes the currcnt window.

Arrow for scrolling up.

Vertical scroll box

Gcncral Computer User's Manual- Microsoft Windows 95/98/NT
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Arrow for scrolling down

Arrow 1'0" scrolling right

Horizontal scrolllJar·
...

; '\ "

Using Windows 2-3

o Vertical scrolllJar

@

\D
f,)
~ Horizontal scrolllJox

Q;i) Arrow for scrolling left.

» How to scroll. If the item you are vieWing does not fit entirely within a window, the

rest of it will be hidden beyond the window's edges. To view all the material, you scroll

up and down, left and right. The scroll boxes tell you where you are on the screen by its

position on the scroll bar.·· To scroll, point to an arrow and click the left mouse bulton.

When the window stops scrolling, there is nothing more to see in that direction.

Work area. This is where your document appears. You do all the editing

~ inside this area.

'Vhat is an icon?

An icon is a small picture that represent programs, documents or other items on your

computer. It is often labeled by a word or phrase bclow it, which helps you identify it

easily.

The following arc examples of icons:

What is a file?

~
Connie (C:) Printers

Afile is a collection of information stored as one unit. For example, the program that

you use for word processing is a program file, and the text you create using that program

is your data file, referred to in Windows as a document. Your computer stores

everything -- programs, information, music, games - as files. Every file has a name,

called its filename. In Windows, a filename can contain up to 255 characters, including

spaces. Such a filename is called a long filename. However, it cannot contain any of

the following characters:

1\ / : * 'f " < > I

What is a folder?

Your computer's hard disk can hold thousands of files. Both you and your computer

need a way to quickly locate files.

When you organize your paperwork, you probably gro~p related files together and sort

them in a folder. When you work with your computer, the files are also stored in logical

General Computer User's Manual- Microsoft Windows 95/98/NT



Using Windows 2-4

groups, also called folders. Just as you use folders to store paper files, you use folders to

store computer files.

Every folder has afolder name. Conventions for naming folders are the same as those

for naming files. In Windows, a folder is represented by a folder icon next to the folder

name.

How are folders organized in Windows?

Your computer stores files in a structure resembling branches of a tree. To visualize it,

think of a hard disk or diskette as the root, the folders as branches, and the individual

files as leaves. Folders can contain files and other folders, just as tree branches sprout

leaves or new branches. This structure is rcferrcd to as a tree. The tree grows as new

folders and files arc added.

iii What are paths and path names?

In somc cases, you won't be able to usc the graphic method to locate a file. You will

need to carefully spccify the file's name and the path that leads to thc file.

A path tells the computer w!).at route it should take to get to the file. For example,

"Begin at the hard disk's main folder (called the root). From there, find the folder

named My Documents. Inside it is a folder named Employees, and insidc that is a

folder called profilcs where a file named Daryl Daoey.doc is stored."

You spccify that path as follows: "C:\My Documeuts\Employees\proliles\Daryl

Daoey.doc"

This is called the path Ilame. Precisc and efficient, it specifies the path you computer

must take from the hard disk or diskette to locate the required file. When typing the

path name, use a backslash (\) to separate each step in the path.

What can I do with the mouse'!

Poillt. This means to move your mouse so that the arrow, called the //louse poillter,

points to your selection on thc scrcen.

Click. This means pressing and releasing the left mouse button once.

Double-click. This means to press and release the left mouse button twice quickly.

NOTE: The double-click speed is timed. If you double-click too slowly, your

computer responds as if you have single-clicked twice. So remember to houble-click

quickly.

Drag alld drop. This involves the following steps: (I) Pressing and holding the lcft

mouse button while moving the mouse. This step is referred to as dragging. (2)

Releasing the button when you finish dragging your selection to its new location. This

is called dropping.

General Computer User's Manual- Microsoft Windows 95/98/NT
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Using Windows 2-5

Getting Started with Windows

This section helps you get started quickly with Windows.

Logging on to the Network

Before you start using Windows, you have to log on to the CCP network.

» To log on to the network

oil

NOTE: For Windows NT
Users Only. Wait until you
see the IntranetWare dialog
box, then press
CTRL+ALT+J)EL.

I_ll_t_r_a_n_.e._tW__a_re_'"_ ,_
Client for Windows NT' I

to Login

til

Novell,

1. When you see the Novell NetWare Login dialog box, type your user name in the

Name box.

2. In the Password box, type your password.

General Computer User's Manual- Microsoft Windows 95/98/NT
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Using Windows 2-6

Getting to know the Start button

Now I made it inside Windows, so what do I do next'!

Almost everything you do with Windows starts with the Start button. This is the small
button you'll find at the lower left of your screen, with the colorful Dying window icon
on it.

When you click the Start bulton, you see a menu that contains everything you need to
get started with. This is called the Starlmenu.

General Computer User's Manual- Microsoft Windows 95/98/NT
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Using Windows 2-7

Here is quick overview of what each menu command is for. '

COlllmand

Programs

Documents

Settings

Find

Help

Run

ShutDown

What it docs

Lists all programs that you can start
,

Lists previously opened documents

Lists system components for which you can change settings

Enables you to quickly find things such as filcs and folders

Starts online Help where you can find out how to do things

in Windows
I

Lets you start a program or open a folder by specifying its

name

Shuts down or restarts your computer

NOTE: Depending on your Windows settings, you may see additional items on the

Start menu

General Computer User's Manual - Microsoft Windows 95/98/NT
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Using Windows 2"8

The Windows taskbar

The bar at the bottom of your screen where the Start button is located is called the
taskbar. Every time you open a window, a button representing that window appears on
the taskbar. Similarly, when you close a window, its button disappears from the taskbar.

~s;~;lijrriX~;J;;KI;;~d~':==~~ -'I '_~~~l

taskbar buttons ThIs is the taskbllr notification area clock

At the rightmost part of the taskbar is the clocle Depending on your Windows settings,
other indicators (small icons) can appear in the notification area on the taskbar. This
may include a printer icon representing current print jobs, a speaker icon representing'
sound volume if your computer has mnltimedia capabilities, You can view or change
settings related to the clock and other indicators by double-clicking the indiqator.

General Computer User's Manual- Microsoft Windows 95/98/NT



Using Windows 2-9

Working With Programs

Windows allows you to run as many programs as you want all at the samc timc. Now

that you are familiar with thc Stn ..t bUlton and taskb"r, let's now explore how to start

and quit programs, and how to switch between programs.

?- To start a prognllll

W Mlclb$ollWotd ,.'., ..' •. '

Windows Explorel

1. Click the Stnrt bUllon, then point to Programs.

General Computer User's Manual - Microsoft Windows 95/98/NT
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Using Windows 2-10

IWOld· Docum••'1 1!l1ii1£1

A new button for the program appears

on the taskbar.

2. Point to the folder, such as Accessories, that contains the program, and then click

the program.

~ To quit a program

Simply click the Close button, the small X in the upper-right corner of the program

window.

NOTE: You can also quit a program by clicking on its File menu, then clicking Exit.

General Computer User's Manual- Microsoft Windows 95/98/NT



Using Windows 2-11

» To switch bctwccn programs

Click the taskbar button for the program you want to work with.

The program appears
in front of the other
windows.

General Computer User's Manual- Microsoft Windows 95/98/NT
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Using Windows 2-12

Opening a Document

Windows allows several ways to open documents. This section will teach you the two

most basic methods of opening documents in Windows.

:» To open a document from within a program

I. Click the program's Filc menu,

the click Open.

2. Check which folder is selected in the Look in box. If your file is not in that folder,

click the arrow next to the Look in box, and then click the disk that contains the

appropriate folder.

General Computer User's Manual- Microsoft Windows 95/98/NT
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Using Windows 2-13

ODos

o Energizr

DExchange

!bDlIl
DFormdpro

o FrontPage Webs

Games

LJGmouse

Dguspat

LJIBMVType

LJKpcms

LJMmx_cd

o l,iSOflice

DMy Documents

OPrac336

Dpracticum

'CJProgram

OQI2faxw

CJRaplayer

Orar
CJrealsnd

3. Click the folder that contains the document you want to open, and then click Open.

To see more folders or documents, you may need to scroll.

4. Click the document you want to open, and then click Open.

General Computer User's Manual- Microsoft Windows 95/98fNT
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Using Windows 2-14

» To open" dowment by nsing the Documents menu

Unlikc the first onc, this method only applies to thc most rccent documcnts you'vc

workcd on.

1. Click the Start bulton, and thcn point to Docnments.

2. Click the name of the document you want to open.

Geneml Computer User's Manual- Microsoft Windows 95/98/NT
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Using Windows 2-15

~ntroduction

In analysis using Acid·B.ase titration, a wide variety 0:

substances, both inorganic and organic, can be determined by an ac

are also many examples in which the ~R'l1Y.t~ can be converted

The document opens.

NOTE: Not all programs can place recently opened documents in the Documents
menu. In such cases, you still have to open the document using the first method.

General Computer User's Manual - Microsoft Windows 95/98/NT
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Using Windows 2-16

Finding a File or Ij'older on Your Computer

You want to open a document, but you can't remember exactly where you saved it. No

problem! Windows' 1lind command lets you locate any file or folder on your computer

quickly.

» To tind a me or folder

I. Click the Start

button and then poinl

to Find.

2. Click Files or

Folders.

3. Click the Named box, and then type the name of the file or folder that you want to

find.
4. To specify whcre to search, click the arrow next to the Look In box, or click

Browse.
5. Start the search by clicking the Find Now button.

General Computer User's Manual- Microsoft Windows 9S/98/NT



Using Windows 2-17

Getting Help

Windows offers you a rich set of online Help that will guide you through learning how
to do things in Windows. There are two types of Help:

Help that teaches you a specific procedure

Help tells you about something you see on your screen

):> To get lIelp

Click the Start button, then click
lIelp.

NOTE: You can also get specific
Help for a program you are using
by pressing Fl while inside that
program.

General Computer User's Manual - Microsoft Windows 95/98/NT
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Using Windows 2-18

You will see three tabs in Help: Contents, Index, and Find. They provide you different
ways of searching for information.

General Computer User's Manual- Microsoft Windows 95/98/NT
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Using Windows 2-19

~ To lind Help throngh the Contents

Click the Contents tab to find topics grouped by subject, and then follow the

instructions you see on your screen.

To stalt a plogram

1 Click the Start button, and then point to

Programs.

2 If the program you want is not on the menu, point

to the folder that contains the program.

3 Click the program.

Tips

After you start a program, a button appears on

the lS'!.~I>R9LTo switch from one running program

to another, click its taskbar button.

If the program you want to start doesn't appear

on the Programs menu or one of its submenus,

point to Find on the Start menu, and then click

Files Or Folders. Use the Find dialog bo" to

locate the program file.

Ji!l Related Topics,
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Using Windows 2-20

» To t1nd Help throngh the Index

Click the Index tab to find specific topics listed alphabetically, and then follow the
instTUctions on your screen.

Oeteunine whether Windows.... 95.... is using 32-bil disk
access by doing the following:
1. Click here @if to display the System Properties settings.
2. Check the Virtual Memory setting on the Performance lab. It

should be set to 32-bit. Otherwise, Windows 95 is not using 32-bit
disk access.

Notes

If 32-bit disk access is disabled or unov.ail~bleon a particular
machine due to an incompatible disk controller. Intranetv./are Client"
for Windows"" 95.... cannot provide the level of multi-threading
.available when 32·bit disk access is enabled.

If 32·bit disk access is enabled. the A equesler coOn process multiple
network requests concurrently. For example-it can process requests
from two DOS bo>-:es .and.a Windows application or from multiple
Win32 threads.

Although the Net\VareK 32·bit Requester fully supports
multi-threading and concurrent network requests. certain local disk
drivers prevent it from being able to service multiple requests
concurrently, Therefore, the Requester disables its concurrent
request support if it detects 32-bit disk access is not .available.

The NetWare 32-bit Requester's performance is not dependent on
whether 32-bit file access is enabled. (The kind of file .access in use
is shown by the File System setting on the Performance tab,]

K Novell trademark..... Third-palty trademark. For more information, see
Trad~arks.

General Computer User's Manual- Microsoft Windows 95/98/NT )';



Using Windows 2-21

~ To find Help topics containing a word or phrase

Click the Find tab to find all the topics that contain a specific word or phrase, and then

follow the instructions on your screen,

To return to the list of topics from a Help window, click Help Topics,

To restart your computer

I> Click the Start button, click Shut Down. and

then click Restart The Computer.:
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Using Windows 2-22

~ To get Help 011 a specific Hem

If you are working with a dialog box and you want to know what an item is for:

Click the '! button on the upper-right part of the dialog box, and then click the item.

An explanation box will appear above the item you selected. To make it disappear,

simply click it.

» To get Help fOl' a pl'ognllll

You can also get Help specific to the program you are running, To do this:

Press Fl from within the program.

General'Computer User's Computer User's Manual-Microsoft Windows95/98/NT
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Shutting Down - The Safe Way to Turn Off Your Computer

A little discipline is required when you are using Windows. You just don't turn the

powet· switch off when you're done using your computer. To ensure that you everything

will work perf<:ctly the next time yon start Windows, and that all your work is saved to

disk, you must shut down properly.

CAUTION: Failure to shut down before turning off your computer may

result in file damages.

» To shut down your computer

l. Click the Start button, and then click

Shut Down.

Gene...;1 Computer User's Computer User's Manual-Microsoft Windows95/98/NT
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Using Windows 2-24

2. Click Yes. If you
forgot to save changes
to documents you
worked on, Windows
prompts you to save
them.

3. Wait for the screen
message that tells you
when you can safely
tum off your
computer.

Now (h,,1 ,'ou know the basics, you' are free to experiment working around with your
I,m),-ite p'-o~.r"Il1S and documents. This will give you a better look and feel of working
wilh Windo\\s, be!'Jre you proceed (0 more advanced topics. In case you need to know
something. ['or instance, how (0 do a certain task in Windows like drawing using the
Paillt pmgmm. just don't forget to consult the online Help. If there is something wrong,
and you suspect that it is actually a software bug, ask Daryl Daoey to check your unit.
Therc just might be a solution to that.

Exploring Your Computer

II<1\'e you ewr wondered what that My Computer icon on the top left of your screen is
I(Jr'.l

In Windows. "II things you have on your computer, including your programs, documents,
1\)lders allli olher filcs, are all accessible from the My Computer icon.

(ienc;',,1 Computer User's Computer User's Manual-Microsoft Windows95/98/NT



Using Windows 2-25

~ To sec what's 011 your computcl'

1. Double-click My Computer.

A window then appears, displaying several icons.

2. To explorc an item in My
Computer, double-click thc

appropriatc icon.

Gcncral Computer Uscr's Compuler User's Manual-Microsoft Windows95/98/NT
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Using Windows 2-26

Whl'11 y"U dlluble-click any of the disk drive icons, a window such as the following

appears:

t::l '~;1i:iU
~"''}dfr

£ile;'ldi! ~I~~~ H~lpij'Ti':
__l

I·'\m:·:_ (:(\ t·..1S0flice

:::: Cl 'X

,,;~,(>;pij(~;~,lP1?7~i~rM''t:~1t~1!W~!i~!
ryft't1l?h.i.~,I~il~~(~f !1~~1,t\~~:I:1:~

_:::J =:J _::::J::::::::J A
My Documents Prac336 practicum Program Files \

COrflWin,J dos: Conlig. win

66 obie.; I;',1

-.J u ''& -.J
rar realsnd Recycled San4

_J _:J -.J -.J
temp thesis tools Vlebphone

U 11~.IJi' ~ ~
== '.

~

Ari autoexec Bootlog.prv Bootlog

r;'J ~ ~ ~= '.

=

Dellog,old Dellog ilaslunlfa lfaslunJIl

,1
Scan

Raplayer0121,'"

\·'/ind, ~ ..,.','

2, Kcq' lln double-clicking folder icons as needed until you get to the folder you want

to \'ll'\\".

NOT! : When you sce a program or document icon anywhere in My COlllputer, you

can d, Ihle-click it to start the program or open the document.

YllU ":In ,d," sec what's on your computer by using the Windows Explorer. Opening

Wind,,"'s I'xplorer gives you a view of your computer's contents as a hierarchy, or

"tree", This allows you to see the contents of each drive and folder on your computer,

as wcll as llf any network drives if you are connected to the network (CCPAP LAN),

, ,----'----------------,-------c------
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>- To see the hierarchy of folders

I
1. Click the Start bulton, point to Programs, and then click Windows Explorer.
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EJ·~ HO'd disk [Col
. )"·0 Aa,Yusin

ri!..J:::;J Acrobat3
j... U Acroread

ttJ' LJ Corel
Gl·GJ Core\50

i8~:k
[h'w Dos

~.. CJ Energizr
I····LJ Exchange

):l!/I!ll
ItlU Formdpro
m'D FrontPage\llebs
[~J CJ Games
~"":..:J Gmouse
: ..:J guspat

ook
'!1Jbiblio
'EJ Chaptell11
~conclusion

~intro

~questions
~Ieview

'!'Dtoble
!Jtheoretical Ira...

'!1J title

3BKB
21KB
33KB
44KB
62KB
16...
41KB
75KB
65KB
19KB

Microsoft WOld Document

Microsoft Word Document

Microsoft Word Document

Miclosolt WOld Document

Micfosofl WOld Document

Microsoft Word Document

Microsolt Word Document

Micfosoft WOld Document

Microsoft Word Document

Miclosolt Word Doc"ument

4/2/9B 7:47 AM
4/2/9B 1:39AM
4/2/9B 1:30 AM
4/2/9B 2:06AM

4/2/982:29 AM
4/2/9B 1:39AM
4/2/9B 3:12AM
4/2/9B 7:19AM
412/9B 1:07 AM

4/219B 2:35 AM

2. Click on an item on the Jell side of the window. The contents of the item are then

displayed on the right side.

To show or hide items (sometimes referred to as "sub-items") inside a specific item, click

the plus or minus sign beside that item.

Organizing Files and Folders

It not uncommon for people to forget where exactly they saved their tIle. Of course,

Windows provides the Find feature. But don't you think things will be much easier if you

already know where all your documents are saved? This is just a simple maller of

organizing your files and folders. This section teaches you some basic procedlll'es for

organizing things 011 your computer.
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);> To move or cOl'Y a file 01' folder

If you want to make a copy of

the 'file, click Copy.

If you want to move the file
to another folder, click
Cut.

1. Double-click My Computer.

2. Find the file of folder you

Ii want to move or copy, and

I
i then click it. Click Edit on

: the menu.

I,
ii

I
I:

2. Open the folder where
you want to place the file.

Click Edit, and then click

Paste.
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}> To delete a file or folder

I. Double-click My COlllputer.

Dos and Donts

2. On the File menu,
click Delete.

What happens to deleted files'!

The files you delete are put in the Recyclc Bin, a holding place luI' files you no longer'

need. They are not actually removed from your hard disk until you "empty'" the

Recycle Bin.

This means yOll can retrieve files you deleted accidentally, if you have not already

removed them fj'om the Recycle Bin. However, this also means that if you want to

free up disk space, you must empty the Recycle Bin periodically. For more

information, look up "Recycle Bin" in the Help index.

If you delete a file at the command prompt or fj'om a floppy disk, it does not go into

the Recycle Bin.
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:>- To crellte a new folder

1. Double-click My Computer. Double-click the disk drive or

folder in which you want the new folder to be created.

2. Then on the File
menu, point to New,
and then click Folder.

My Documents

~ ~ [Lj ~ ~
= .~

. .
Msdos.sys pkzip Rescued Rescued 3. Type the name 0 f

Document 1 Document the new folder, and

~ ~ I~ ~ ~
then press ENTER.

~'2l

Seluplog.old Seluplog Suhdlog S}ls!em.1 st

~ 0
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>- To copy a file to a nOI'I'Y !lis\<

I. Double-click My Computer. rind the file or folder you want

to copy, and then click it.

2. On the File menu,

point to Send To, then
click the floppy drive
where you want to
copy the file or folder.

TIP: You can get things d,one faster by selecting multiple items that you need to

copy, move or delete as a group. Do this by holding down the CTRL key as you click

on each item yOll want. You can also select every item in the window by click Select

All on the Edit menu.

,
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Working Within Documents

This section provides some of the basic steps on how to work within documents in

Windows.. It presents some of the procedures you will do when working with most

Windows programs. For information specific to a program, use Help from within that

program.

Selecting Information
Before your edit information, you llsually select it. To do this:

I. Place the mouse pointer where you want to slarl selecting.

2. Press and hold down the mouse button, and drag the pointer to where you want the

selection to end.

3. Release the mouse button.

The selecled information is now highlighted.

Copying, Moving and Deleting Information

Windows allows you to copy and move information from one place to another within a

document, or even from one document to another.

» To eopy, move or deletc information

I lIIi!!illtfj1rti1tfJ.lil,mfiitj!iit,I,Jtl
:, • Ihe PAST or byllle FUTURE

By living your life one day at a time, you live all days of your life

I. Select the information.

I
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2. Click Edit.

If you want to leave the information

where it is and insert a copy of it

somewhere else, click Copy.

If you want to delete the information

and insert it somewhere else, click

Cut.

If you want just to delete the

information, click Clea,', then skip the

rest of the steps.

I \vant to pflste it here I

4. Go to the document where your want to insert the information, click the place where

you want it to appear.
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4. On the Edit menu, click Paste.

The new information thcn appears in the document.

I Wlln!. to p(1sle it here Don't give up wheft you stiUhave

!t.2!IlEl~gto give
Nulltillg i... l'('l1lly OV('I" ulIHllhe lIIotUf:ut you .,;1011 ll'yiug

It Is this fragile thread that binds us to etlch other

Don't let your Ufe slip through yoUr fingers

By living in

...
'·'0
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Saving YOul' Wod..

To make the changes you madc to an existing documcnt or the work you've done in a

!lCW doculllcnt, you nceo to save thc document.

? To save changes to an existing document

I. On the File menu, click

Save.

.,. To savc a new docullIcnt

W iCUlsoft Word· Dbcliment1

1. On thc File menu, click Save As.
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2. Type a name in the J1ile Name box.

Document Template
Text Only
Text Only with Une Breaks
MS-DOS Text
MS-DOS Text with Une Breaks

3. To change the file type, click the arrow next to Save As Type, and then
click the typc you wanl.
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My Documents

Desktop

.;1 My Computer

JjJ 3'Hloppy (A,)...~
CJ My Documents

=J (0')

£; (E')

~ My Briefcase

wold
CJ Fractal Design

Internet locations (FTP)

AddJModify FTP locations

4.• '1"' .... ·j To save to a different drive and/or folder, open the Save In list, click the

drive you want, and then double-click the folder.

5. Click Save.

Printing a Document

>- Before anything else...

1. Check if the printer is properly connected to the computer (and data switch, if any)

and the power source. See Chapter I for further inform,ation.

2. Put paper o,i the paper tray and make necessary adjustments as necessary. For

detailed information regarding your specific printer, consult the manual if you: have it

or contact your system administrator.
,

J. Turn on the printer, then wait until it is ready.

General Computer User's Computer User's Manual-Microsofl Windows95/98/NT
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." To print a document

With the document already open, click File, and then click Prin!.
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Some Do's and Don'ts of Working witb Your Computer

Your computer is your responsibility. There are some office standards for the use

of software on your computer, including Windows, programs, and your

documents.

no ...

· .. use long filenames as much as possible when saving your documents.

Make filenames descriptive enough to easily tell you what the document

contains.

· .. organize related files into an appropriate folder/directory so that you can

locate them easily in the future. The name of the directory should be

descriptive enough.

· .. close all programs you used before leaving your computer to other users.

DON'T ...

· .. forget to save your document every time you leave your computer and

before turning it off. It is also advised that you save your document onee in a

while to prevent data loss in case of power failure.

· .. forget to shut down the computer properly b'efore turning it off to avoid

file damage.

· .. install any software or computer parts without permission of the system

administrator. '

· .. try to fix computer and software problems by yourself, except those

explained in the troubleshooting section later in this chapter.

· .. make unnecessary changes to Windows settings such as display colors,

driver settings, etc. Avoid accessing the Control Panel unless with proper

instructions from the system administrator.
, I

· .. toueh any file that is not yours unless with permission of the owner.
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Working in DOS Mode 3-1

How To Get To DOS Mode

» Under programs click this icon to start with the DOS Shell

ill Basic DOS command for Windows 95

» HELP
Used to start the MS-DOS Help.

e.g. D:\> help

» OIR
Used to display the files and subdirectories in tJle specified directory.

The following will be displayed on the screen if you use DfR without parameters

01' switches:
I. disk's volume label and serial number

2. one directory 01' filename pel' line, including the filename extension

3. the file size in bytes

4. the date and time the filc waS last modified

5. the totalnumbcl' or riles listed, their cumulative size

6. the free space (in bytes) remaining on the disk

(5)
(6)

(I)

(4)

g

D:\ > dir
Volume in drive D is liARD DISK

Volume Serial Numbcr IS 1964-/2FO
~

Directory of D:\ •

1 5:32l,
GAMES <DIR> I 05-10-98 GAMES I

+-( I-II DOC 25 04-28-95 12:00a HI. DOC ,

TEST MPG 475 04-18-96 1:201' TEST. MPG

2 file (s) 500 bytes ~

1 dir (s) 410,173,440 bytes free ~

D:\>
1'. ure L-l

(3)

(2)
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Switchcs

IP

IW

IS

IL

Displays one screen of the listing at a time. To see the next

screen, press any key. (see Figure 2-2.)

Displays the listing in wide format, with as many as five

filenames or directory names on each line. (see FigUl'C 2-3.)

Search file on the current directory and subdirectories if any.

(see Figurc 2-4.)

Displays unsorted directory names and· filenames in lowercase.

(see Figurc 2-5.)

D:I> dir II'
Volume in drive D is I-lARD DISK

Volume Serial Number is 1964-121'0

Directory of D:I

GAMES <DIR> 05-10-98 5:321' GAMES

TOOLS <DIR> 10-15-98 II:OOa TOOLS

HI DOC 25 04-28-95 12:00a HI. DOC

LIKE DOC 56 12-25-97 4:00a LIKE. DOC

TEST MPG 475 04-18-96 1:201' TEST. MPG

Press any key to continue . . .

_Figure 2-2

D:I> dir /w
Volume in drive D is HARD DISK

Volume Serial Number is 1964-121'0

Directory of D:I

[GAMES]
2 file (s)
I dir (s)

D:\>

HELLO. DOC TEST. MPG

500 bytes

410,173,440 bytes free

Figurc 2-3
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D:\ > dir Is sample.doc

Directoly of c:\temp\doc

SAMPLE DOC 345
1 file(s)

02-01-98 2:04 a

345 bytes
SAMPLE.DOC

Directory of c:\mydocu-I

SAMPLE DOC 345··
1 file(s)

12-25-97 2:04a
345 bytes

SAMPLE.DOC

Directory of c:\hello

SAMPLE DOC 345
I file(s)

12-25-97 2:04a

345 bytes
SAMPLE.DOC

D:\>

Figlli·c 2-4

D:\ > dir II
Volume in drive D is HARD DISK

Volume Serial Number is 1964-121'0

Dire<:lOlY of D:\

GAMES
HI. DOC
TEST. MPG

5:321'
12:00a

1:201'

05-10-98
04-28-95
04-18-96

500 bytes

410,173,440 bytcs frec

<DlR>
25

475

games
hi doc
test mpg

2 file (s)
I dir (s)

0:\>

Figurc 2-5
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> MORE
Used to display one screen of output at a time.

D:\ > dir Imore
Volume in drive D is I-lARD DISK

Volume Serial Number is 1964-121'0

Directory of D:\

GAMES <DIR> 05-10-98 5:32p GAMES

TOOLS <DIR> 10-15-98 1I:OOa TOOLS

HI DOC 25 04-28-95 12:00a HI. DOC

LIKE DOC 56 12-25-97 4:00a LIKE_ DOC

TEST MPG 475 04-18-96 1:20p TEST. MPG

- - More - -

Figlli·e 2-6

> TREE
Used to display the graphical structure of a directory.

D:\ > tree games

Directory PATH listing

Volume Serial Number is 1964-121'0

D:qAMES
JUMANJI

D:\>

Figlli-c 2-7
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Switches

Ill' Displays the names of the files in each directory.

D:\ > tree If games
Directory PATH listing
Volume Serial Number IS 1964-121'0

D: GAMES

ISTART.EXE

JUMANJI
D:\>

Figure 2-8

:? CHDIR (CD)
Used to display the name of the current directory or to change the current directory.

D:\ > dir
Volume in drive D is I-lARD DISK

Volume Serial Number is 1964-121'0

Directory of D:\

<D1R> GAMES
HI. DOC
TEST. MPG

5:32p
12:00a

1:201'

05-10-98
25 04-28-95

475 04-18-96
500 bytes

410,173,440 bytes free

DOC
MPG
2 file(s)
1 dir (s)

gamesD:\> cd

GAMES
HI
TEST

D:\GAMES>

Figure 2-9
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>- MKDIR (MD)
Used to create a directory or a subdirectory.
e.g. 0:\> md NEW

>- DELTREE
Deletes a directory and all the files and subdirectories that are in it.

GAMES <OIR> 05-10.-98 5:32p GAMES
HI DOC 25 04-28-95 12:00a HI. DOC
TEST MPG 475 04-18-96 1:20p TEST. MPG

2 fil" (s) 500 bytes
I dir (s) 4 I0, 173,440 bytes free

0:\ > del tree GAMES
Oelete directOly "GAMES" and all its subdirectory? [y / n] _

Figure 2-10

Switch

nL ._c_a_IT_ie_S_o_u_t_t_he_D_E_~L_'_n_~_E_E_C_'o_n_lI_n_aJ_'d_W_i_th_o_u_!_fi_rS_!_p_r_oJ_n_p_ti_n~g_.....JU you to confirm the deletion.

>- RMDIR(RD)
Used to delete (remove) an empty directory.
e.g. 0:\> rd garbage

>- COpy
Used to copy one or more mes to the speeified drive or directory. This command can also
be used to combine files.
e.g. D:\> eopy sample.txt e:

Switch

r- Verifies that new files are written correctly.L- -----'

>- RENAME(REN)
Used to change the name of the file or files.

e.g. 0:\> ren olddoc cl1:e:\j!,.d~(~)C~=:j-T_ I ~
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? DEL (Erase)

Used to delete the likes) you specify.

GAMES
HI
TEST

DOC
MI'G

2 liIe (5)

1 dir (s)

<DIR> 05-10-98

25 04-28-95

475 04-18-96

500 bytes

410,173,440 bytes free

5:32p
12:00a

1:20p

GAMES
HI. DOC
TEST. MPG

D:\ > del test.mpg

D: \>

.

.

Figure 2-1I

Switeh

~-p-ro-,-n1-'t-5-y-Ol-'-Io-r-c-ol-ll-ir-m-a-ti-o,-,-be-,r-or-e-d-e-Ic-ti-ng-:-th-e-s-pe-c-il-je-d-li-il-e.-----.

. <DIR> GAMES
Ill. DOC
TEST. MPG

5:32p
12:00a

1:20p

05-10-98

25 04-28-95

475 04-18-96

500 bytes

410,173,440 bytes free

DOC
MPG
2 file (s)
I dir (5)

GAMES
HI
TEST

D:\ > del Ip test.mpg

TEST.MPG Delete (y I n) ? _

Figure 2-12
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» TYPE
Used to display the contents of a text file without modifying it.

D:\ > dir
Volume in drive 0 is I-IARO OISK

Volume Serial Number is 1964·12FO

Oircctoly of 0:\

GAMES <OIR>

TEST TXT

0:\ > type tcsLlxt

05-10-98

.92 05-11-98
5:321'
4:20a

GAMES
TEST. TXT

This is the content of the file test. txt

:) . happy
: ( _. sad

: 0 - surprise

BYE Ii!

0:\>

Figure 2-13

» CHKDSK

Used. to check the status of a disk and displays a status report. The CHKDSK command

can also be used to fix the errors found on the disk.

D:\ > chkdsk a:

Volume Serial Number is 3D20-1304

1,457,664 bytes total disk space

1,166,336 bytes in 6 user files

291,328 bytes available on disk

512 bytes in each allocation unit

2,847 total allocation units on disk

569 available allocation on disk

655,360 total bytes memory

619,232 bytes free

0:\>

Figure 2-14
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Switches

E
F Fixes errors on the disk.

IV __...L.. D_is_p_la_)_'S_I_h_e_n_a_m_e_o_f_'e_a_c_h_fi_ll_e_i'_'_ev_e_r_Y_d_ir_e_c_lo_r_y_a_s_tl_'e_d_is_k_i_S--.l
checked. (see Figure 2-15.)

D:\ > chkdsk Iva:
Volume Serial Nnmber is 3D.20-1304

Directory A:\
A:\ OUTLINE. DOC

GAMES. EXE

1,457,664 bytcs total disk space
I, 166, 336 byles in 6 uscr filcs

291,328 bytes available on disk

512 bylcs in cach allocation unit

2,847 total allocation units on disk
569, available allocation on disk

655, 360 lotal bytes memory
619, 232 bytes free

0:\>

Figure 2-15

» FORMAT
Used to format a disk.
e.g. D:\> format a:

» mSKCOPY !
Used to copy the entire contents of one floppy disk to another floppy disk, All the

information of the destination disk will be overwrite by the new information,

e.g. D:\> diskcopy ~ ~

I I ~ dcslilllllioll
~ source
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>- ATTlUB
Used to display or to change the file aflribl/tes.

D:\ > dir
Volume in drive D is HARD DISK

Volume Serial Number is 1964-121'0

Directory of D:\

GAMES
HI

D:\ > attrib

<DlR>
DOC

1 file (s)
I dir (s)

05-10-98 5:321'
. 25 04-28-95 12:00a

500 bytes
4 I0, I73,440 bytes free

GAMES
HI. DOC

D: \>

R
H

HI.DOC
SECRET. TXT

Figure 2-16

D:\ HI. DOC
D:\ SECRET. TXT -

Indicates that file SECRET.TXT is

a hidden file. (A hidden file will

not be shown when the DIR command

was used.)'

Indicates that file HI. DOC is a

Read-Only file. (A Read-only file can

not be modified.)

Switches

+R

-It

+H

-H

Sets the Read-Only Ille attribute.

Clears the Read-Only file attribute.

Sets the fi Ie as a Hidden fi Ie.

Clears the Hidden file altribute. (see Figure 2"17.)
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D:\ > ntlrib -h SECRET. TXT

D:\ > dir
Volume in drive D is I-lARD DISK
Volume Scrial Number is 1964-121'0
Directory of D:\

GAMES
(-II. DOC
SECRET. TXT

5:32p
12:00a

1:20p

0:\ > SECRET. TXT

05-10-98
500· 04-28-95
475 04-18-96

500 bytes
410,173,440 bytes free

<DIR>GAMES
HI DOC
SECRET TXT

2 file (s)
I dir (s)

0: \ > altrib secret. txt
SECRET. TXT

0:\>

Figure 2-17

}- EXIT
Used to terminate the MS-DOS and rcturns to the Windows Desktop.
e.g. 0:\> exit
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Basic DOS command for Windows NT

~ HELP
Used to start the MS-DOS Help.
e.g. D:\> help

~ DIR
Used to display a list of files andsubdirectorics in a directory.

The following will be displayed on the screen if you use DIR without parameters or
switches:
l. disk's volume label and serial number
2. one directory or filename per line, including the filename extension
3. the file size in bytes
4. the date and time the file was last modified
5. the total number offiles listed, their cumulative size
6. the free space (in \lytes) remaining on the disk

(I)

(3)

~(2)
(5)
(6)

.

D:\ > dir
Volume in drive D is HARD DISK ~

Volume Serial Number is 1964-12FO

Directory of D:\

05-10..98 05:32" <DIR>
I

gmnes
04-28..95 12:00a 25 HI.DOC
04-18..96 01 :20p , 475 TEST .MPG

2 file (s) 500 bytes
410,173,440 bytes free

D:\>

~

(4)

l' igul'c 2-18
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Switches

II'

IW

IS

IL

Displays one screen of the listing at a time. To see the next

screen, press any key. (see Figure 2-19.)

Displays the listing in wide formal, with as many as five

filenames or directory names on each line. (see Figure 2-20.)

Search file on the current directory and subdirectories if any.

(sec Figure 2-21.)

Displays unsorted directory names '1",1 filenames in lowercase.

(see Figure 2-22.)

D:\ > dir II'
Volume in drive D is liARD DISK
Volume Serial Number is 1964-121'0

Directory of D:\

05-10-98
10~15-98

04-28-95
12-25-97
04-18-96
Press any key to

05:321'
11:00'1
12:00'1
04:00'1
01:201'

continue ..

<DIR>
<01R>

25
56

475

games
tools
HI. DOC
LIKE. DOC
TEST. MPG

Figure 2-19

D:\ > dir Iw
Volume in drive l) is I-lARD DISK
Volume Serial Number is 1964-121'0

Directory of l):\

[games] HELLO. DOC TEST. MPG
2 file (s) 500 bytes

410,173,440 bytes free
D:\>

Figure 2-20
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Working in DOS Mode 3-14

D:\ > dir Is find.doc
Volume in drive D is HARD DISK

Volumc Serial Number is 1964-121'0

Directory of D:\temp

04-28-95 12:00a 500

1 File(s) 389,056 bytes
find.doc

Total Files Listed:
I File(s) 389,056 bytes

410,000,440 bytes free

0:\>

Figurc 2-21

D:\ > dir /I
Volume in drive D is HARD DISK

Volume Serial Number is 1964-121'0

Directory of D:\

05-10-98
04-28-95
04-18-96

05:32p <DIR>
12:00a
01:20p

25
475

games
hi . doc
tcst. Mpg

D:\>

2fi1e(s) 500 bytes
410,173,440 bytes free

FigUl'c 2-22
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>- MORE
USed to display one sereen of output at a tillle,

D:I> dir 1 more
Volume iu drive D is HARD DISK
Volume Serial Number. is 1964-121'0

Directory' of 0:1

05-! 0-98
10-15-98
04-28-95
12-25-97
04-18-96
- - More --

05:32p
II :OOa
12:00a
04:00a
01:20p

<D1R>
<DIR>

Figure 2-23

25
56

475

games
tools
Ill, DOC
LIKE. DOC
TEST. MPG

>- TREE
Used to display the graphical structure of a directory.

0:1> tl'ee games
Directory PATH listing
Volume Serial Number is 1964-12FO

D:IGAMES

Ljul11allji

D:I>

Figure 2-24
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Switches

~._~_L-__O_is-,-p_la-,-y_s_tl_'c_'_'a_n_'e_s_o_f_tl_lC_li_d_c_s_in_e_a_c_h_d_iJ_·e_ct_o~ry,--. ....J

0:\ > tree If games
Oireetory I'ATI-I listing
Volume Scrial Number IS 1964-12FO
0: \GAMES

START.EXE
~ jumanji

0:\>

Figure 2-25

>- CHDIR(CD)
Used to display the name of the current dircctory 01' to changc the current directory.

0:\> dir
Volume in drive 0 is HARD DISK
Volume Serial Nnlllbe;' is 1964-12FO

Directory of 0:\

05-10-98 05:321'
04-28-95 12:00a
04-18-96 0 I:201'

2 file (5)

D:\:> cd games

. 0: \ GAMES>

<DlR>
25

475
500 bytes

410,173,440 bytes free

Figure 2-26

games
HI.OOC
TEST. MI'G
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Verifies that new tiles are written correctly.

old filcnillllC

new filCI1;lI11C

; 'j :

Working in DOS Mode 3-17

}> MKDlR (MU)
Used to create a new directory or a new subdirectory.

e.g. D:\> md NEW

}> RMDlR(RD)
Used to remove emply directory.

e.g. 0:\> I'd garbage

}> COpy
Used to copy one or more files to the specified drive or directory.

e.g. D:\> copy sample.txt c:

Switch

E --'---------------------------'

'j;> RENAME(REN)
Used to change the name orthe file or files.

c.g. D:\> ren old.doc new.doc

I 1,------.:
}> DEL (Erase)
Used to delete one or more files.

05-10-98
04-28-95
04-18-96

05:32p
12:00a
01:20p

<OIR>
25

475

games
HI.OOC
TEST. MPG

2 file (s) 500 bytes
410,173,440 bytes free

D:\ > del tcsl.mpg

0: \>

Figure 2-27
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Switch

~_'_--,-__I'_r'_>11_11_)t_s~Y'_)l_1_lo_r_c_o_n_"I_'n_H_lt_io_n_I_'c_lo_r_c_d_c_lc_ti_n_g_t1_lc_s_'p_c_ci_"_c_d_r_dc_''_-,

05-10-98
04-28-95
04-18-96

05:32p
12:00a
1:20p

<DIR>
25

475

games
HI.DOC
TEST. MPG

2 filc (s) 500 bytes
410,173,440 bytes free

0:\ >del Ip test.mpg
0:\ > TEST. MPG, Delete (YIN)? _

Figure 2-28

» TYPE
Used to display the contents of a text file.

0:\ > dir
Volume in drive D is liARD DISK
Volume Serial Number is 1964-121'0

Directory of D:\

92 bytes
410,173,440 bytes free

05-10-98
05-11-98

1 file (s)

0:\ > type tesl.lxt

5:3~p

4:20a
<OIR>

92
games
TEST. TXT

This is the content of the file tesLlxt
:) - happy
: ( - sad
: 0 - surprise
BYE!I!

0:\>

Figure 2-29
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Working in DOS Mode 3-19

);> CHKDSK
Used 10 cheek a disk and displays a status repOlt. The CHKDSK command can also be
used to fix the errors found on the disk.

D:\ > ehkdsk a:
The type of the file system is FAT.
Volume Serial Number is 3D20-1304
CHKDSK is verifying files and directories ...
File and directory verification completed.

1457664 bytes to[al disk space.
1166336 bytes in 6 user files.
291328 bytes available on disk.

512 bytes in each allocation unit.
847 total allocation units on disk.
569 available allocation on disk.

D:\>

Figure 2-30

Switc.:.:h.::;es::.,__--=,.-- -c---c,...,-- --.

E
F Fixes errors on the disk.

IV Displays the name of each file in every directory as the disk

is checked. (sec Figure 2-31.) ,
---'---------"---------------'

D:\ > ehkdsk Iva:
The type of the file systenl is FAT.
Volume Serial Number is 3D20-1304
CHKDSK is verifying files and directories ...
\OUTLINE.DOC
\ GAMES. EXE .
File and directory verification eompleled.

1457664 bytes total disk space.
1166336 bytes in 6 user files.
291328 bytes available on disk.

512 bytes in each allocation unit.
2847 total allocation units on disk.
569 available allocation on disk.

D:\>
FIgure 2-31
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? FORMAT
Used to format a disk for use with Windows NT.

e.g. D;\> format a;

? DJlSKCOPY
Used to copy the entire contents of one floppy disk to another.

e.g. D:\> diskcopy ~ ~

IL-='====1" destinatioll
, ... .~(1l1n.;c

? ATTIUB
Used to display or to change theJile aUribllle".

D;\ > dir
Volume in drive D is I·IARD DISK

Volume Serial Number is 1964-12FO

Directory o['D:\

05-10-98
04-28-95

D;\ > atlrib

5;32p <D1R> games

12:00a 25 HI . DOC

I file (s) 500 bytes
410.173,440 bytes free

D:\

r-:--- R D;\HLDOC

H D:\SECRET.TXT -----.\

I<igure 2-32

Indicates that file HI . DOC is a Read-Only file.

(A Read-Only file can nol be modiJied.)

Indicates that file SECRET.TXT is ii hidden file.

(A hidden file will not be shown when the

DI R conllnand was use(L) !
Switches

+R

-R

+lJI

-H

Sets the Read-Only file attribute.

Clears the Read-Only file attribute.

Sets the file as a Hidden file.:

Clears the Hidden liIe attribute. (see Figure 2-33.)
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D:\ > attTib -h SECRET, TXT

D:\>dir
Volume in drive D is HARD DISK
Volume Serial Number is 1964-121'0

Directory of D:\

D: \ > altrib secret. txt
D:\ > SECRET. TXT

05-10··98
04-28··95
04-18··96

5:32p
12:00a

1:20p
2file(s)

. <DlR>
25

475
500 bytes

410,173,440 bytes free

daoey
HI. DOC
SECRET. TXT

D:\>

Figure 2-33

» EXIT
Used to terminate the MS-DOS and returns to the Windows Desktop.
e.g. D:\> exit
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Common DOS Error Messages

Error Description What to do
\C{,:~:"" dCll iCt \ You tried to save to a file Change the particular attribute

marked Read-Only. of a file by using the ATTRlB
command.

, i i :, k', :C,: '\ If'. You'll get this warning Just make sure that you really
\\"i ii I};, (].: 1 message if you tried to want to delete all the files in a
,

',':i1.! i "- . )' delete all of the files in a directory before you really\ i\' ',Iil

directory or subdirectory. press that Y key.,
""i' ," ' You've entered an Check the command name.

: \, \n~, inaccurate command name. Verify which drive you've
specified and retry the
command.

!)ir,'C:I(',!'\ ,Ii I,,' ;1, i \ You've tried to create a new Try using another name for the
", I':: directory or subdirectory, new directory or subdirectory.

using a name that already
exists in the current
directory.

1)1111\11.;11,' ::i,II'illll You've tried to rename a file Try to check the filename or
;'\1 ij 1(' n,·f I; 'l!l' I and use the same name for use another filename.

two files, or try to rename a
file that does not exists.

iii'" ,'.1'11:, ,; (" You've tried to copy a fi Ie Change the filename for the
'.',Iill' ,I ""1 1"

"

'; using the same filename for duplicate, or save the duplicate"
the duplicate, in the same to a different directory or disk.
directory. ,

; i '. f ~ ill ' ., '"' Your diskette or fixed drive Run CHKDSK to check the
.:" does not have enough free status of the disk, or you can

space to hold the file being use another data diskette.
written.

1;:', :Ii ;; , ::1 . , The directory you specified Change the path name and
that does not exist. retry.

'I' ,l' You've tried to start a Eject the diskette, then restart
~ i ,;, ,'!'! computer from a the computer by pressing

nonbootable diskette. <Ctrl+Alt+Del> kpys the same
time. ,

, .
-11', :H:·.' I'" Ill,'; " The computer does not have Close all other program that" 'l

enough memory available to might be running along with
run th.e command you the program you're trying to
specified. rUIl.
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11,,- ,'iL . ," " ! ". You're using DOS on a Wait a few moments, and then

·",'Ill'.'i,'!!'
,., network and tried to access a try again.

file thal someone else is also

using.

: ii.,!"'i, , You're trying to create a Check to see if you've entered

" directory; and DOS stops a correct directory and path

you. The possible reasons name.

are path name is too lengthy, Check for a full disk or full

disk has no free-space, the root directory.

root directory of the current Check for illegal characters in

disk is full, illegal characters the directory name, such as &,

were used in the directory 1\, or %.

name.

" ,'11' ;., .i DOS can't write data to the Check if the disk is properly

','. II i III '.' ,i, " specified disk. inserted into the drive.

I'!"'I!
,.

"
, Reinsert the disk, and then

press R to Relly.
If you still get this message,

the disk might be bad.

,'\ Ii:.' PI. 'I' ,! I',' You've tried to save your Remove the write-protect tab

::
, work on a write protected on the diskette.

disk. (see Figure 2-34.)

WRITE ENABLE WRITE PROTECTED

Figure 2-34
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Communicating with People 4-1

Internet? E-mail?

Long gone were the days when you have to write a letter on paper and send it by

post, then wait for a couple of days for itto get to its destination, then a few more

days for you to get a reply. And it could even take weeks if the destination is too

far. Now, you can do all these in just minutes, regardless of distance!

The emergence of the II/ternet technology has made possible for

computer users around the world to communicate using their computers. This

makes communication a lot easier and faster for us. The Internet is built upon a

worldwide network of computers, consisting of local subnetworks that are

interconnected by phone lines to local scrvers. Fast communication technologies

such as fiber optics and satellite systems connect the local subnetworks to other

locations around the globe.

One important capability of the Internet is intcl1lational e-mail. Using

this feature, you cal' establish correspondence with virtually anybody connected

to the Internet, the fast and easy way. The mail is received in just a matter of

minutes. To be able to use e-mail, each user must have his unique e-mail address

that will be used just like a postal address. Besides textual messages, e-mail can

also contain pictures, or any type of computer file, called an attachment.

Now that access to the Internet is available to almost all computer users

worldwide, the significance of the Internet and e-mail has become (\n integral

part of computing. It was since long before tltat we wish we could have the

entire world in our hands ... now it seems we are getting close to that.

General Computer User's Manual- Microsoft Windows 95/98fNT
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Communicating with People 4-2

How to use E-mail using Eudora Light

Checking for a New Message
Click the check mail icon (or press CtrI+M).

NOTE: You can also set up the automatic check mail by opening the Checking Mail

Option and enter the number of minutes between check mails in the Check for mail

evcry ? minutcs option.

(To view the Chccking Mail Option, from the Tools menu select Options... )

Creating an Ontgoing Message

I. Click the new mcssagc icon (or press CtrI+N).

2. A new Message box will be shown on lhe screen.

3. Fill in the To, From, Snbject, Cc (optional), and Bcc (optional) lines.

4. Fill in the text of the Message box.

Ii. Ntl n tlglenl. N. Subletl !!loom

ro' I
From: CultUl'::al Center of the Philippines <ccp13ccpep.admu.edu.ph>

Sybject:

£c:
~cc:

Attached:

ACc or carboll copy address is an e-mail address of someone that you want to receive an

exact duplicate of the e-mail you sent to the original recipient, and is eventually known to

all recipients including other Cc's. A Bee or blilld carboll copy is a Ce that is not made

known to others.
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Attaching a lIile to a Message
I. Create an outgoing message (optional).
2. Click the attaeh filc icon (or press Ctrl+H).

3. An attach file dialog will be displayed.
4. Find for the file you want, select it, and press Eutcr (or double click the file).

Etlach Fill! " . 6 a

Sculliug a Mcssage
I. Create an outgoing message;
2. Click the scud button (or press Ctrl+E).

TQ: ccs9S372S2avax6.dlsu.edu.ph
From: Cultur:al Center: of the Philippines <ccp@ccpap.admu.edu.ph>

Sy;bject: SAUPLE

§.c:

y'cc:

Attached:

General Computer User's Manual- Microsoft Windows 95/98/NT
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Sendinl~ a Rejected Message
1. Select or open the message that you would like to re-send.
2. Select Send Again option from the Message menu.

ta"'-,I:

~

: ,f{~.

: -, .
, ,;.. ; ..

NOTE: A rejected message usually includes original tcxt with cryptic information that
helps you to determine the reason the message was rejected. By choosing the Send Again
option, the cryptic information will'bc climinated from the originaltcxt.

Gencral Computcr User's Manual - Microsoft Windows 95/98/NT
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Replying to a Message
1. Open or select the file that you would like to reply.
2. Click the reply icon (or press Ctrl+R).

i
.::Jl

Jj
,I

I
I
1

At 12:09 All 5/20/98 -1000, you \o1tote:
>lJelina!
>
>1 Wll. in the "IJild3" of the Fhilippine3 doinq field re"esl:ch &nd am Just now
>qetti.ng to email.
>
>YOUl: thouqhts ate exciting and provide such oppottunities Cot: growth and
>develop!l\ent. You certainly' picked up a lot from the Inroads meeting! First
>of all, 1 think you and Trina ate on the edge of something r-=:ally
>i,~portant, so don't lose momentUJn.
>
>1 will be more t:eachable fot: discussion and quick email exchonges Eiftet

3. A new message window will be displayed including all the sender's original text. Each
line of the original text will be preceded by a greater-than symbol (».

l'ftlJS!1,~',:,:"""':~"_"~~~~"~~c.,",-':,..;":7,:.",~,~,~,_.,:.",~..n"__·'jit'~;;i;;,;:;-;;!:,1:~::!S'c)81j'/!D'5if0~\;:i(j)i(j'\E>'!'/fiKi'ij'TIr,1;nISl,nd"d ::}R.fOPlfeiT0r:rr[Qi,:h:,.~•.~.H·I;"~·~i:i';:: ;;;~ "."'1
TI!: bubbles <CCS9537252@Va>.U.dlsu.edu.ph>

FJrom: Cullura! Center of the Philippines <ccp@CCpap.adrnu.edu.ph>

Syllject: Re:MoreWork!
~c:

!!ee:
Attached:

Forwarding a Message
I. Open or select the file that you would like to forward.
2. Click the forward icon.

3. A new message window will be displayed including your address in the From field.
The original sender's text will be shown in the message body. Each line of the
original text will be preceded by a greater-than symbol (» .

••Ipi.nl. h.: Mo'e WOlkl '.I!!IOO£!

TO: I
From: Cul tural Centet: of the Philippines <ccp@ccpap.ac:l.mu.edu.ph>

Sybject: Re: Hote tJotk!

gc:
'!icc:

Jl:ttachCll:

>X-Sendet: rtri!IJ.il@uhunix.itg.ha~aii.edu(Unverified)
>.X-Mailer: QUALCOMJI \Jindo~s Eudora Light Version 3.0.5 (32)
>Date: \Jed, 20 Hay 1998 00:09:29 -1000
>To: pualani Kanahele <pUahele@hatlaii.edu>
)From: Cultural Center of the Philippines <ccp@ccpap.admu.edu.ph>
>Stwject: Re: More tJotk!
>Cc: rt[imil@hawaii.edu

>
>\Jelina!
>
>1 em. in the "wilds" of the Philippines doinq field research and em. just now

>""ttln" to email.

General Computer User's Manual- Microsoft Windows 95/98/NT



Communicating with People 4-6

Printing a Message
1. Open the file you want to print.
2. Click the print... icon.

Deleting a Message
1. Click on the file that you would like to delete.
2. Click the delete message(s) icon.

Converting E-mail to a me
» Saving a Message as a file
1. Select or open a message.
2. From the File menu, choose Save As ... , and specify a file name.

SaYeA~ .' 613

~Don

.~J Eudora
-.J maila
...J Progfam Files
~lPlvnotes

-.JRamil

C-ITemp
tJTempOl
~lWinnt

@) Rescued Document 1
@ Rescued Document 2
@) Rescued Document 3

Ii§. Rescued Document 4

I~ Rescued Do~ument 5
I~ Rescued Document 6
@ Rescued Docu':llenl
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» Saving an Attachmcnt as a mc
I. Opcn an attach file.

DJflatltlnChS. 01:28 PM 5/9/99 -.Intelnet PUtyel Gteelinj;J taid !IOO£J
r~~:~r[l;Jl~fJEH,M~3.e~,~~i,I~~te[~etP~~;e~ ~~~~~i~~c~~~'

From: J pottonens <JPottonCRSBe.ol. com.>
Dote: fd, 8 Uay 1998 13:28:44 ~lOOO

To: <a(ltoOBhalJoii. eelu>
To: <Il.UlllBllBhewoii.edu>
To: <kisteeIHI.V611. edu>
To: <lD.erlin@hololaii.edu>
To: <ogdenBhowoii. celli>
To: <punu@ho.l.lsii.edu>
To: <ttrimil@IHnHl.ii.eclu>
To: <jbfliday@ha\Jaii.edu>
Subject: Intetnet Prayer Gteetlng Catd
X-liaUet: AOL 3.0 for t.lindows 9S sub 52

Praying all yOUI inteI~n~,~,,.IOl"' "''''''''':':';'-~-~J~a'liles

Attachment Convett : "c: \eudora\attach\JPATrodl.ART"

L

2. From the File menu, choose Save As... , and specify a file name.

SaveM ' '''. in3

-.JOon
~EudOia

, ~Jmaila
: -'-.1 Program Files
.:J Plvnotes

~IRamil

c.:_JT emp

~Tempor

~_:.J Winn!

@J Rescued Documenl1

@ Rescued Document 2

@J Rescued Document 3

l§i Rescued Document 4

i~ Rescued Document 5
I~ Rescued Document 6
@Rescued Document
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Using the Address Book

~ Creating New Entries
1. Click on New.

2. A dialog box will be displayed asking you to enter a nickname for the new
entry.

. 3. Click the OK button.
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In the Addl'ess(es) filed, enter the complete e-mail address of each person to
be included in the nickname.

5. Select Save from the File menu

General Computer User's Manual- Microsoft Windows 95/98/NT
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Communicating with People 4-10

» Dclcting Entrics
1. Select the entry you want to delete.

2. Click on the DcI button or thc Dclctc key.

3. Select Savc from the Filc menu
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The !tHernet 5- 1

THE INTERNET

Long gone were the days when you have to write a letter on paper and send it by
post, then wait for a couple of days for it to get to its destination, then a few more
days [or you to get a reply. And it could even take weeks i[ the destination is too
[ar. Now, you can do all these in just minutes, regardless o[ distance!

The Internet is a collection o[ computer networks that connect millions
of computers around the world. Within the Internet is the World Wide Web,
usually known simply as the Web. The Web is made up of Web pages, which
enable you to view information in a graphical form.

The emergence o[ this technology has made possible for computer users
aroulid the world to communicate using their computers. This makes
communication a lot easier and [aster [or us. The Internet is built upon a
worldwide network of .computers, consisting of local subnetworks that are
interconneetcd by phOllc lines to local servers. Fast communication technologies
such as fiber optics and satellite systems eonneetthe local subnetworks to other
locations around the globe.

One important capability of the Inte11let is international e··mail. Using
this feature, you can establish correspondence with virtually anybody connected
to the Internet, thc fast and easy way. The mail is received in just a maller of
minutes. To be able to use e-mail, each user must have his unique e-mail address
that will be used just like a postal address. Besides textual mes.sages, e-mail can
also eontaiil pictures, or any type of computer file, called an attachment.

Now that access to the.lnternet is available to almost all computer users
worldwide, the significance or-the Internet and e-mail has become an integral
part o[ computing. Il was since long beforc that we wish we could have the
entire world in our hands ... now it seems we are gelting close to that.

THE INTERNET: HOW IT WORKS

Compnters can be conneclcd to other eomputers.·You hav~ seen our Local area
nclwork(LAN). The LAN uses cables, and is connected to s~rvers; Implementing
Agencies are also connected to Ollr LAN, and we call the whole set-up a Wide Area
'Network(WAN). The agencies lise telephone lines to Connect to us. Modems are used to
connect the computer to the telephone line. This are connected to a galeway, which is
simply a computer that acts velY much like a traffic policeman. It lakes care of the
communications between computers, where the cars, in this case, are the bits of data
being passed around. This connection has to have its own language, or protocol, so thal
all the computers can understand each other. L •
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The Internet 5- 2

Now, imagine that in every office, in every nation, there is a computer that is

connectcd and is opcn to rcceiving connections using telephone lines. Well, you would

have a nctwork that would be large. This netwmk uses the TCPIlI' protocol, so that these

computers can undcrstand each other. The whole setup is the Internel.

To use the Internct, you have to have a computcr that has the TCPIIP protocol installed

with it. The office computers are already configured for that. But then we don't need to

go through that right now. So what do you use to see the Internet? The most basic today

is the Browser, which, if fully. "jnstalled in your unit, comes complete with all the

necessary tools you would need to use the Internel.

BROWSERS

Now wcre starting to build some heat here. Yes, like Netscap.c.

Browsers are uscd to do most major things you would want to do with the

Interncl. One can go to dirlcrent places that are featured in web sites. A web site is the

place where the owner or the web site can place any information that he wants to open to

somebody else. II could 'be a file, a picture, a piece of music, a movie clip ...

.
BROWSER FACTS

1'here are two major browsers that are currently being used today. They are:

1. Netscape. The latcst version of Netscape currently is Netscape version 4.07.

Nelscape had been the most widely used browser until about two to tlu-ee months

ago. Itlms been around longer. '

2. Microsoft Internet Explorer. The latest version of MSlE i's version 4.03, although

version 5.0 beta has been out for a while already. '

There are other browsers, but they do not maller so much, since developers of web sites

eonccntratc mainly on the two. Right now, I would recommend Microsoft Internet

Explorer bccausc of thc [(,llowing major reasons:

I. It is free. Netscape released its browser for n'ce only this year. It is still unclear if the

whole Netscape Communiealor is Ji'ec (browser, including mail, news, chat,

nelmeeting, ctc.). The whole Microsoft Intcrnet explorer package is given free. We

won'l have any problem with licenses if we install the product on your computers.

2. JAVA Problems. Some web siles use Java. Java (a programming language) bugs are

more numcrous with Netseape, and the patch took a while befo'"f it was released. An

example is the ltlquirer Page. When you open the Inquirer web ,page, your computer

hangs.
3. HTML Problems. HTML is the primary language in the creation of web pages. The

current HTML version is version 4.0, and is supported more by MSJE than Netscape.

In MSlE, viewing Dynamic HTML pages is mueh safer than in Netscape When the

page has errors.

4. User Range. More lnternet surfers use MSlJ'.{.

5. Made by thc same company who made Windows, the integration with the operating

system is beller.
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A WEB PAGE INTERFACE
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}3ROWSER KEY FEATURES

All bl"Owsers that I've tested (Opera, Arachne, Internet Explorer, Netscape,
Mosaie,ete.) have common buttons and features.. What will be discussed here are
features that you will see in many browsers, and arc also found in the old text 'browser,
Lynx. The features in bold me the nccessary and most useful ones.

\. The Back button. This bullon will bring you back to the preceding screen that you have
been viewing when you opened the browser. This is greyed out, or is not available if
there is no preceding screen.

2. The l'onvanl b"tton. This button will brfng you back to tlie suceecding sercen that you
have been vicwfng when you opcned the browser. This is "greyed out", or is not available
ifthere is no succeeding screen.

3. The Stop hullon. This bullon will stop further loading of the web page you are viewing. If
you arc searching tor text in a page, and iflhe page is loading graphics, press this bUllon
if you do not wish to see additional load.

4. The Refresh b"ttoll. A tricky button. If you wish to reload the whole page that you are
viewing, click this. The problem lies with yonI' browser. Your browser caches the page
content in your J1md Disk. You might see the same. J1owevcr, if you sec that the page
you loaded has not been finishe'd (easy. Your browser tells you that you can't connect to a
web site), click this bullon, Any pictures that your browser has completely taken will be
in your cache and will not have to be downloaded again. However, if you really wish to
reload the whole web page, including all the graphics, press Shill, and without releasing
it yet, click Relresh. In Netseape and two other browsers, the Refresh button is the sal11e
as the Reload bullon.

5. Home. This is an editable bnllon. Whatever you classify as HOl11e bUllon is what this
bullon will point to. So how would 1 know? Simple. The first page that is loaded when
you open your browser is the home. If you placed hllp~//www.yeoad.eom, expect
www.yeoad.eoll1 to be the Browser Home Page. '.

6. Search BUllon. In the older bl"Owsers and browser versions, This is not seen. Ho\v~ver,

the newer ones have this. The two major browser today point this to a page at their
website with links to many search engines, where you can search for a word or a phrase.

7. Favorites. This will simply open the folder where your saved favorite sites are contained.
This is the equivalent of Bookmarks in Netscape and Arachne.

8. History. In the newer browser versions, this is seen. This will list down the history of
what you have been viewing. This is handy if you forgot the URL where you've been
surfing before.

9. Full screen. This is a functionality of Microsollinternet Explorer that is very much handy
fore those who are doing something on the Internet. This will open the browser full
screcn, to allot a lillie more space whcn you view a wcb page.

10. Mail bUllon. When you install Netscape or Internet Explorer, this is also !included by
delimIt, and calls the defaull Mail sol\ware that you usc. ' ' !

II. Fonts buHon. This button will simply change the font of the page that you are browsing.
This has been noticed only in Microsotl Internet E.'ploror.

12. Print bUllon. This will print the page that yon arc viewing. Oftentimes, when you click
this bullon, what comes out of the printer is a blank page. This is still a bug of all.
browsers (even the beta ones I have reviewed). When, the web page is still loading,
nothing will cOl11e out. To circumvent this, click the' Stop bUllon, and Click print.
However, In Netscapc, this sometimes isnal the answer,' and you can only print if the
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page is fully loaded or if Netseape tells yOll that an error has been eomilled while
connected to the web site of the page that you are viewing.

13. The Edit bullon. Reserved for Web Page editors.
14. The Browser maker bUllon. In Explorer, This looks like an E.In Netscape, it's an N. In

Mosaic, there is a planet with stufT revolving around it. If you click this, this will bring
you to the browser maker's website.

15. The IIsllal Windows COllllIUlIHls toolbar. This arc whcre commands for the browser arc
located.

16. The Address Bar or locatio II box. You can type in thc URL or location of the website
that you wallt to view. YOIl can louk at this to Tind out about the location of the web age
that yOll arc currently viewing. LJRLts arc cJiscilsscd further later in this section.

17. The Links toolbar. Normally, this is where very common links are located/placcd. The
defaulliinks placed here are usually meant to help the average user.

18. The Web page.
19. The browser message tray. This will tell you aboulthe CUlTent activity oflhe browser.
20. The special message trays. Special icons will appear here. This happens if the web page

has special conditions in it. You won't sec anything herc 99% of the time.
2 t. Thc ZOlle tray. This will tell you about what browscr zone you are navigating in. Not a

necessary feature for the average lISCr.

22. Scroll Bar. Use this to scroll up or pawn the Web page,
,

THE WEB PAGE INTERFACE

1. The Usual Company signs location. In Most Web pages, The upper lefl corner contains
either the name of the company or organization that has the web page.

2. The Menu location. This is the usual menu location for most web pages. This is where
you find sub-modulc links for websitcs. '

3. A Web Page graphic or picture.
4. A wcb page entry box. This is sometimes' seen in web pages. Surfers or web page viewers

call input data here. '
5. A clickable link. You willnoticc that a page has liuks if tbe text is underlined, at" there is

a part of the web page wherein the mouse cursor tUtl1S into a hand. Cliekablc parts are
also usually located within the graphics.

G. A clickable bulton. This button in a web page can be clicked, and it points to another link.
Ofknlimes, thcre is an entry box besidc it.

7. An advertising banller. Many Web Pages have these nowadays.
8. The Web page background. In many cases, this is not included in a printout, especially if

all the clements orthe web pnge is not loaded well.
9. The scroll bar. This indicates if there arc parts of the web page that you have notlscen., ,I

WHERE DO I GO?

That I do not know. But supposing you want to surf over to a website of
Hollywood. In Internel Explorer, you can type the following ~t the location box:

lind hollywood,,
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The browsers today will pick up the word hollywood, submit it to a search engine
of their choice, and voila, a list of links that could go to what you are looking for. Click a
link, This will go to a new web pagc, Now, notice the text at the location box. Hlnost
probably would look likc this:

llttp:l/www.hollywooll.conl

That is the location of the website that you want to go to, That is the Hollywood
Uniform Resource Locator or URL. URLs are a convenient way of giving an address to a
web object in the Internet. This is what yo'u should take note of. The URL is one major
feature Internet users should be well aware·of. Haven't you noticed that lately, companies
include this in their advettisements? URLs can also be tha location of a file. The
following arc all URLs:

hllp:llwww3.admu.edu.ph/eepapl

The CCPAP Web Pages

np:11flp .na i, com/pub/vsean32/95ivisea ne .zil)

The location of a zipped file if you wish to download it.

http://www.nai.eom/ pub/vsean32/95iviseane,zip

The location of a zipped file if you wish to download il. Only the way of downloading it
is different.

http://www3.admu.edu.ph/eepap/copyr.htm

The location of a web page.

hIIp:1Iwww3,admu,edu,ph/ccpap/drums,v:av

The location of a sound file,

http://IG5,220A.19/ecpap/

The CCPAP Web Pages. If you noticed a URL like this, the web site opts to usc the
Internet numbers assigned to the sile,

Knowing the URL of a web site or a page will be a big advantage to any wep surfer. Uut
this does not necessarily mean that you have to memorize or jot down all UIZ/"'s you see,
Unless the URL is not easy to remember, you can do away with it. How'! Simple, If
you've n'oliced in 1110st corporations, it starts with www..thenendswithacom.Soif I
want to see the IBM website, I'd type

www.ibm.co111

at the location box, Yes, you do not have to type the htlp:11 thing. However, if it is an
, organization, you can add www and org instead so that it would look like this:
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www.ibm.org

WHAT You CAN DO WITH YOUR BROWSER

Websites nowadays conlain a lot o[eonlent that you, the surfer, can usc, You can

do your research online, You can buy CDs, books, ordcr food, and just about everything

with your credit card on the in!ernet. You can browse through secure sites if you have a

User 1.0. and Password, just as CCPAP does with the World Bank Sileo You can chcck

out'the news, which a lot of staffers arc doing now. You can listen to the radio. You can

view a television show. You can fix your bank account. And you can also chat online.

RESEARCH

Many libraries are now online on the Inlernet. The fastesl way to research on a

subject is !o go to any search enginc. An example is www.yahoo.com. Yahoo is one of

the popular search engincs wi'lh a lot of entries. Type the URL at the location box and

wait lor the page to appear. When an entry box appears, input the data you want to

searei). Click the search bullon al\erwards. This will bring out n, page where there arc

links.

In any scarch engine, il is but prudcnt to type evcry word, as you would cxpect il

to be scen in the document you arc seatching. I[ you are ,seatching [ot' a topic thai has

more than one word use a '+' in between words.

For example, you are looking (or a eorpotation that has experience with IBM Machines,

and also has background On Microsofi Products. .

You would type in the entry box:

Mierosofi+IBM

If you want to look at where you can see the Past and Present conteslants of the Miss

Universe pageant, you call even type:

Show me the most beaulili.d women of the Miss Universe Pageant.
I

Searching with a query like this might take a little while longer, and il '111ight include

unpredictable results. But il ean also give you lhe link you want. '

,
WARNING: Like books, /lot all o/lli/le content are true, or factual, or quotable. A LOT

OF SCAMS are now online, and a lot afCCPAP stajJhave already beell d,q,ed.
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BlJYING ANYTIIING ONLINE

You can buy a lot of items online. If you live in Manila, you can even order
tapsilog at various areas. Amazon, one of the pioneers in Internet Commerce, sells
books, CDs, travel (ours and a lot more. You can even reserve hotels via the Internet. In
order to buy something, go to the URL of the company you want to transact business
with. Search for the item you want first. In many cases, you will be given a "basket"
option, where the item you selected is placed in a virtual basket. When you are through,
you arc then prompted with YOll1: User name and password. If you have none, you will be
asked to fill Ollt forms, and yOllwill also be asked about the number of your credit card.
You will llotiee that ample illstructions appear for every page that you surf. It is prudent
to read cverything Iirst. After you have given your credit card information, your order
will then be pwcessed, until you arc through with the deal.

WARNING: Usc newer browsers when you order anything online. While using them,
look at the special message trays, and see if there is a lock there. If. the lock is "locked"
you arc then conducting business within a secure Internet zone. If this is not what you
see, forget about the site ... some amateur is hacking your personal information.

SECURE SITES.

Commercial sites that sell anything have {o be secure, H)ld hence the requirement of a
user name and password. CCPAP regularly checks financial updates from the World
Bank website, and the process is done under a secure connection. There is no difference
with that of an average web site, except that it requires you to log in.

NEWS: If someone got that paper, why bother waiting for your tum? You can also view
the news online. A lot of Philippitle Newspapers an! online, asi.de from the international
lnagazlIlcs:

If you have a very fast Interl,lcl connection (the US has this), You can even listen to
online radios, and even watch tolevision.

CIIATlTNG ONLINE

You can join some groups and shoot the breeze via onliile ehals. A Chat area is a place
where people from diflCrent geogmphieal locations link to, and type messages to each
other. Some chat arcas arc monitored; and some are uncontrolled, with minimal
admin istration.

Before joining nny ehnt areas, there some pointer~,thatyou !s/lOuld know:

1. ' ,Do not presume any name/user/surfer to be what he or she really is. Take any lalk as they
come, unless the chatter is sincere enough.

2. Know the most common emotieons or smileys. If you do not even kJ10W what emotieons
are, do nol get peeved if chatters talk with the punctuation marks.

3. Know the most common abbreviations gener~l1Y used in e-mail chat. A short list is
provided at ihe bottom of the list.
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4. DO NOT USE FOUL LANGUAGE. Some ehallers are of the velY vengeful type. They

are also capable of tracing you and flaming you. Never for a moment think that you arc

untraceable and far away whcn you are using the Internet.

5. Although chatting can be something to while the time away with, There arc serious chat·

areas where people of one discipline or interest chat and discuss issues. However, if you

do not have any thing clse to do, do not go chatting. You arc wasting the officc

bandwidth. Chat invariably clogs up the network bceause of its persistent transfcr of

packets of data.

SAVING INTERNET OBJ ECTS

You arc currently surfing. Suddenly, you see a picture you like. In order to get

this, right-click on the picture, nnu choose Itsavc osl!. YOlll11ay then save the pictul"e into a

file. If you've also gone into a web page, and you think you like it ... there is a better

option. Click "View" at the toolbar. Then click Internet OptiOllS ->Setlingsc>View Files.

There will be a lot of files, but what you have just heard is also thel·e.

CUSTOMIZING YOUR BROWSER.

CHANG E YOUR. OWN BROWSER HOME PAGE.

I. Go to the page you want to appear when you first start Internet Explorer.

2. On thc View menu, click hlte....et Options.

3. Click the General tab.
4. In the Home page area, click Usc CUlTent. ..

TO SEAI\CH FOI\ TEXT ON THE CUImENT WEB PAGE

1. On the Edit menu in the browser, click Find (on this page).

2. Type the text you want to lind.

3. Change any sellings as needed.

4. Click Find Next.

TO ENTER A WEB ADDRESS

1. In the Address bar, start typing the address you want to go to.

If you've visited the Web site before, the new AutoComplete feature suggests a match as

you type. The suggested match is highlighted in the Address bar.

2. After you linish typing the Web address, or when AutoComplete finds a match, press

ENTER.
To view.other malchcs, press the DOWN ARROW key. AutoComplel.e also suggests

matches for folder and program names you type in the Address bar.
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If you type a partial address and thcn press CTRL+ENTER, Internet Explorer attempts to
go to the exact URL that you typcd, liIling in only the protocol, such as http:, and the
extension, if needed. For example, if you type Iweboya and then press CTRL+ENTER,
Internet Explorer attempts to open a Web site named http://www.koehoya.eom/.
You can turn off the AutoComplcte feature.

TO REVISIT RECENTLY VIEWED WED PAGES

I. On the toolbar, click the History button. The Explorer bar appears, containing links for
Web sites visited in previous days and weeks.

2. Click a folder to display the pages withinlhe sitc, and click the page icon to display the Web page.
You can change lhe number of days that pages are saved in the History list. The more
days you specify, the more disk space is used on your computer to save that information.
You can hide the Explorcr bar by clicking the Ilisto!'y button again.

TO ADD A PAGE TO YOUR UNKSBAR

1. Drag the icon for thc page hom your Address bar to your Links bar.
2. Drag a link from a Web pagc to your Links bar.
3. Drag a link to the Links folder in your Favorites list: YOll can either drag it directly to the Favorites

menu and then into the Links folder or you can drag it to the Links folder when displaying the
Favorite list in the Explorer bar. You also can organize your links by dragging thcm to a
differcnt location on the Links bar.

TO ADD A PAGE TO YOUR COLLECTION OF FAVOlUTE
PAGES

1. Go to the page you want to add to your Favo'rites list.
2. On the Favorites menu, click Add to Favorites.
3. Type a new nallle for the pagc if you want to, To open one of yollr favorite pages, click the

Favorites button on the toolbar, and then click the page you want to open. To keep track
of your favorite pages, you can organize them into folders. On the lcavorites menU, click
Organize Favorites. See the Related Topic below for more information.

I,
, I
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SMILEYS OR EMOTICONS

:..) Your basic smiley. This smiley is used to inflect a sarcastic or joking stntellleut

since we can't hear voice inflection over e-mail. Nowadays it 1l1eanS that a joke or a

stntemeut wns mnde nud was menut to be fuuuy.

;..) Wiuky smiley. User just mnde n f1irtntious mid/or snrcastic remnrk. More of n

"dou't hit me for whnt I jusfsnid" smiley.

:-( Frowuiug smiley. lJser did 1I0t like thnt last stntement or is IIpset or depressed

nbout somethiug.

:-llncliITercnt smiley. \Jeller than a :-( but not quite as good as a :-).

:-> Userjustmacle a really biling sarcastic remark. Worse than a ;-).

>:-> User juslmade. a really devilish remark.

>;-> Winky and de~i1 combined. A very lewd remark was just made.

Widely used Smileys

(-: User is left handed.

%-) User has been staring at a green seteen for 15 hours straight.

:*) User is drunk.

l:] User is a robot.

8-) User is wearing sunglasses.

13:-) Sunglasses on hea(!.

::-) User wears 110rmal ghisses.

B·) User wears horn-rimmed glasses.

8:-) User is a lillie girl.

:-)-8 User is a Big girl.

:-0 User has a mustache.

:- { 2 User wears lipslick.

, ,

I, I
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(:-) User wears a toupcc.

}:-( Toupee in an updraft

:-[ User is a vampire.

:-E Bucktoothed vampire.

:-1' Bucktoothed vampire with one teoth missing.

:-7 User just made a wry s[atemenl.

':-* User just ate something sour.

:-)- User drools.

:--) User has a cold.

:'-( User is crying.

:'-) User is so happy, slhe i~ crying.

:-@ User is screaming.

:-11 User wears braces.

:") User has a broken nose.

:v) User has a broken nose, but it's the other way.

:-.J User's nose is sliding off of his/ace.

:<) User is from an Ivy League School.

:-& User is tongue tied.

=:-) User is a hosehead.

-:-) User is a punk rocker.

-:-( Real punk rockers don't smile.

:=). User has two noses.

+-:-) User is the Pope or holds some other religious office.

':-) User shaved one of his eyebrows off this morning.

,» Same thing...olher side.

I-I User is asleep.
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1-0 USCI' is yawning/snoring.

:-Q User is a smoker.

:-'1 User smokes a pipe.

0-) Megaton Man On Patrol! (or else, user is a scuba diver)

o :-) User is an angel (at heart, at least).

:-' User spilting out its chewing touacco.

:-S User just made an incoherent statement.

:-D User is laughing (at you!)

-:-x User's lips arc scaled.

:-C User is rcally bnl1ll1lcd.

<1-) User is Chinese.

<1-( Uscr is Chinese and doesn't like these kind of jokes.

:-/ User is skeptical.

C=:--) User is a chef.

@= User is pro-nuclear war.

*<:-) User is wearing a Sanla Claus Hat.

:-0 Uh oh! \

(R-o Ii's Mr. Bill!

*:oJ And Bozo the Clown!

3:] Pel smiley_

3:[ Mean Pet smiley_

d8= Your pet beaver is wearing goggles and a hard hal.

E-:-) USCI' is a Ham radio operator.

:-9 User is ,licking his/her lips_

%-6 User is braindead.
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1.:-) User is wearing a walkman.

(:l User is an egghead,

<:-l User is a dunce,

K:P User is a lillie kid with a propeller beenie,

@:-) User is wearing a turban,

;-0 No Yelling! (Quiel Lab)

:-; Mutau! smiley; the invisible smiley.

.-) User only has one eye.

,-) Dillo ... bul he's winking.

X-( User just die,!.

8 :-) User is a wizard.

'*)U' 'I'X' I-=;- set" ts a C.I Wlzar(.

MlDGEf SM[LEYS

:) Midget smiley..

:] Gleep...a friendly midget smile.)' who will gladly be your friend.

=) Variation on a Iheme...

:) What should we call these'! (what'!)

:) lIappy.

:> What'!

:@What'!

:q Laughter.

:1 Ilmmm...

:( Sad.

:[ Real Downer.

General Computer User's Manual- Microsoft Windows 95/98/NT V,3
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:< What?

:{ What?

:0 Yelling.

:CWhat?

:Q What?

:,( Oying.

[] Hugs and ...

:* Kisses.

II Asleep.

"0 Snoring.

MEGA SMILEYS

C= 2>;* OJ A drunk, devilish chef with a toupee in an updraft, a mustache, and a double

chin.

};1'111) Updrafted bushy-mustached pointy nosed smil~y with a double-chin.

Usenet Smileys (If you use Usenet)

-:-( Net. name

01-) Net.religion

8 :-1 Net.unix-wizanls

X-( Nct.suicidc

E-:-I Net.ham-radio

EMOTIONAL SMILEYS

:-) Ita Ita

1-) hee hee

I-D ho Ito

General Computer User's Manual - Microsoft Windows 95/98/NT \.cOr



:-> hey hey

:-( boo hoo

:-1 huuum

:-OOOI'S

:-1' nyahhhh!
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COMMUNICATION ABBREVIATIONS

I use the term COmmll11\Cation abbreviations loosely because the following
abbreviations are used in snail niail, e-mail, and in chat, and are in fact becoming fixtures
in many other informal forms of communication. The most common ones arc:

1. BTW - By the way
2. IMIIO - In my Ilumblc opinion (writer docs not want to be branded as egotistical)
3. RTFM - Read the 'fine' manual. Note that this is said in a derisive tone. It means "do not

insullmy intelligence if you arc to lazy to read the manual".
4. IRL - In Rcal Lifc
5. ROTFL - Rolling on the Floor; Laughing. The source really likes the joke.
G. FYI - For your information. Note that this is sometimes said il1 a derisive tone. It means

"do not insult my inte'lIigcncc if you are an idiot". If posted or said il1 a serious topic, it
l11eans the Conner.

7. FWIW - For what it's worth
8.. ASL - Age Sex Location. Wl'iler is asking for simply this. No harm intended.
9. AFAIK - As Far as 1 know.
10. AFK - Away from keyboard

There are many more of these, and if you do not understand it, it is best to ask the source
right away.
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URLS

SEAR.CH ENGINES

j. www.excite.com - This site is much more updated than Yahoo, but has Jesser links.
2. www.yahoo.com - This sile can give a lot of Jinks, but sometill1cs is not updaled. Some of

thc links arc dcad links.
J. www.holbol.coll1
4. www.yehey.com - The besl place to scarch for anything Filipino
5. search.com
G. www.Jycos.com
7. www.snap.com - An dp;;larl search engine.
8. www.newhoo.coll1 - A scarch cngine that has more active links than any of the other

search engines. This 11\IS few links currently.

NEWS

I. www.inquirer.net -Philippine Daily Inquirer
2. www.cnn.cOll1- CNN Live!
J. www.abs-cbn.com - ABS-CBN
4. www.gmaqtiest.com - GMA
5. www.manilatimes.net-ManilaTimes
G. www.nytimes.eom - The New York Times
7. www.balila.com - Weckend Balila

OTHER URLS OF GENERAL INTEREST

I. www.mrshowbiz.coll1 - Movic Revicws
2. www.chow.nd - Ordcr Food in Mclro Manila. Pizza? Tapsilog? Burgcrs, anyonc? This

includes links to Wcndy's, Magoo's Pizza, Pancake House, Tokyo Tokyo, Pizza Inn,
Chowking, elc.

3, www.malacanallg.gov.ph - I'vlalacanung Palace ! I

4. www.wpd.pnp.gov.ph - Thc Westcrn Police District. Pictui'es of the: Most wanted mcn
~nd women are posted here. (Are your pictures here?) :-)

5. www.amazon.com - The best online book seller.
G. www.cdnow.com-BuyCD·shcre.(ThccollcctionsarellOtasextensiveasAmazon.com)
7. wwwJ.admu.edu.ph/ccpap/ - The Coordinating Council of the philippine Assistance

Program
8. wwwJ.admu.edu.ph/ccp/ - The Cultural Center of the Philippines
9. family.disney.com - Thc Family page.... A helpful 'guide for those wilh families,
10. www.match.com - The Matchmaking site. Love, Romance, penpals ... FOR SINGLES

ONLY. .
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SOME FACTS ABOUT INTERNET IN THE PHILIPPINES

In August 1986, the First Filipino BBS was put up and launches a wave of BBS networking
dcvelopmcnts. BBS culture spawncd thc earliest cyberculture in the Philippines. The online community
that was deyelopcd through BUS networks directly evolved into the Philippine Internet community today,
providing the needed technical expertise to develop the local Net inli·astrucMe.

Some current Philippine Internet facts

}> E-Mail Only Services (6)
}> Full Service lSI's (132)
}> Cybercafes and Walk-in Internet cenlers (25)
}> Fast growlh due to private sector i(litia.live and lack of goverl1menl intervention
}> All over the Philippines - not a Mani'la-eenlric phenomenon
}> Dircctory lists 43 locations (mainly major urban centers) from Angelcs City to Zamboanga

PHILIPPINE NETUSER POPULATION

}> Characterized in the past by estimates (or "guesstimales") due to, lack of extensive market studies.
}> Popular 1998 Industry Estimate: 200,000 users
}> Cited by many lSI's .
}- indicates rapid growth ovcr 4 years
}> International Data Corp (IDC) Study: Market sludies + Extra!)olatcd figurcs of Philippine net

popu lation based on a modcl uscd worldwide,

IDC Modcl- IDC bases its Internet figures on the Internet Commerce Market
Model (ICMJYI.), whieh takes into account:

}> the instidled base for pCs and other Internet access devices;
}> the number of users per device
}> the amount of time users spend on the Web
}> the value of user purchases on the Web
}> and number ofURLs on the Web.

IDC Study: Slats

217,121 Philippine users at the end of 1997
More than 900,000 by the year 2002
Over the next five years, Internet usage in th~ cpuntry will grow at an annual
compoundcd growth rate of about 40%
tn linc with thc growth pattcrns cxhibited by worldwide markcts (38% annually)

.Asian currency crisis to dampen growth patterns by 2'Yt,
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IDe Study: User prol1\c

75% of Philippine users have access to the Web (1997)
This will increase to 95% by 2002
6% of Phil. Users bought products through the Web
This will increase to 30% by 2002

Philippine User Demographics'!

No major studies conducted to arrive at profiles of users.
We simply assume soeio-ecollOmic status (Le. capacity to afford personal computers)
Needed: More online surveys on Philippine websites, more attempts by lSI'
associations to ga~her data and share them for the industry good.

RI'-Web
House Rcsolution 890, authorcd by Rep Verccles ofCatanduanes
Enjoins all government offices, agencies, schools (12,000) to connect to the Internet
through Internet Exchanges
AO JJ2 signed by President Ramos in Nov 97
Integratcd inlo IT2l (NationallP Plan)
Implemcntation schedule and methodology: Vagu~

l'hone lVlcterinv Issue

PLOT petition to meIer local telephone calls (NTC Case No. 97-039)
Opposed by 13 groops includihg, TUGI', PISO as "bad for business" and "bad for the
Internet"
NTC approved petition Nov 1997, to take effect in one year
PLDT to implement this May 1999
PISO filed a motion for reconsideratioh Dec 97 - NTC still has to resolve this. The

PISO mOtiOIl for reconsideratioll argnes that:
The NTC decision, "resolves ALL the ACTUAL and LEGAL issues raised by the
oppositors WITHOs not, suffering finaneiallosses. In fact, its e~rnings grew nearly
26% in the first nine months of 1997. " I
]"oeal eaHmetering is a new mode of billing, not a rate adjustment, and may not be
granted by a Provisional Authority.
Provisional Authority is illegalUT giving them the opportunity to be heard thereon."
Although Ihe NTC has the power to issue a Provisional Authority at any time, the
~leeision was made without any pressing or immediate need to do so. PLOT was not,
and i .

RP-Web & Phone Metering, ,

Administrative order 332 enjoins government to lower cost of access to the Internet
Metering is against the conditions raised by the AO because it is perceived to taise
the coSt of Net access
"This may be considered by the NTC" - PISO \;,c'7'
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There is a Senate Investigation on Metering Issue, Proposed by Sen. Juan Flavier

(Senate Resolution 58)(Head of Senate Commission on Science & Technology) to

study the cffect of Metering on Internet industry, e-commerce, and Philippine

Infortnation Infrastructure (I'll), and look into allegations that public has not been

adequately inllll'lned of issuc

Alternative Access to the Internet

Internel via CATV
SKY (testing)
Destiny (Nov 98)
Home Cable (Newgen)
"Web-TV" lookalikcs
Destiny's MC2 ,
Internet via Satellite
Zaknct

.1 Destiny's DOMSAT

What thc Asian Currcncy Crisis is dohig to the Internet

lIas affected all IT sectors, including hardware yendors, consulting services, and lSI's

lSI' price increases
US-thill,,, denominated rates for leased line conneetion to Internet

Price incrcases or Dollar-bascd pricing for leascd line collections .

And Yet ... thcrc arc no increases for dialup customers, and there are Price decreases

due to competition

Thc Future, with regards to Intemet in the Philippines:

1999-2000 - Continued growth of user population, but possibly less lSI's

Sh Wtoward cable/sat access due to cost of dialup (phone metering)

Growth oflSPs in the Provinces, Shakeout in Melro Manila

Local Ii-Commcrcc to prosper due US initiatives, APEC, ASEAN



TIlE USAGE OF THE CONF1G.SYS

The config.sys file is' a very important file for the operation of Microsoft and IBM
DOS operating systems.

Why is the Config.sys useful? ,
The Config.sys file contains configuration parameters that describe the characteristics

of your hardware and software to DOS. This parameters can be placed according to what you
I ,

want to dcs'cribe to DOS. One can even createtcmporary disk drives. Most of the software
nowadays require the existence of this file. However, the advent ofWindows95 shortened the
use of much oflhis files paramcters.

What does il look like?

The config.sys file is an ASCII text file. For Windows 3.1 running opltmlzmg a
486dx2 processor chip and available RAM eq\livalent to 4MB, it may look like this:

DEVICE=C:\DOS\HIMEM.SYS
DEVICE=C:\DOS\EMM386.EXE NOEMS HIGHSCAN I=BOOO-B7FF FRAME=NONE
WIN=B500-B7FF WIN=B200-B4FF
BUFFERS=15,6
FILES=50
DOS=UMB
LASTDRIVE=E
FCBS=4,O
DOS=HIGH
DEVICE=C:\WINDOWS\SMARTDRV.EXE/DOUBLE_BUFFER
STACKS=O,O

The following are CONFIG.SYS comnlands

BREAK
BUFFERS
COUNTRY
DEVICE
BREAK

DEVICEHlGII
DOS
DRIVPARM
FCBS

FILES SHELL
INSTALL STACKS
LASTDRIVE SWITCHES
REM

...
i

Syntax: Break=on/off

BREAK is used to increase the number if times DOS checks for Break commands at any
given point to stop a command. The BREAK KEYS are CTRL+C AND CTRL+BREAK.
This is not usually used, since most software nowadays ignore or redefine the use of the
break keys, and also since most computer users use this rarely, if not at all. BREAK
decreases the speed 0 f the system slightly because of its checking.,

BUFFERS
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syntax: Buffers=nn
nn is the number for buffers

BUFFERS are units which are reserve areas in your memory as tempormy holding areas for
infonnatioll from disks. Buffers hold parts of files that are waiting to be stored or used by a
program, ill addition to directOly and file-table infonnation about the d,isk. However, too
much assignation of memory to buffers can slow down other programs that use main
memory. The best number would be fi'om 10 to 20. If you are using Windows95/98/NT,

I
Forget abou't fixing (his parameter.

COUNTRY

Syntax: Country=nn

nn is the country code

COUNTRY is used lo tell DOS what country format the hardware and software is using. This
is not used in the Philippines, since the default of computers in the Philippines is US, anel the
default of DOS is US. If you are, using Windows95/98/NT, Forget about fixing this
paranlctcr.

DEVICE

Syntax: Device=[drive] [path] XXXXXXXXXXXXXXXX:X:XXXXX [device driver
parameters] ,

XXXXXXXXXXXXXXXX is the name of the device'

DEVICE is a very important commane!. This' tells the operating system what hardware or
device is with your computer and what is the device driver or device user file that is going to
be used for your system. Device drivers are required by many software before they can run
smooth Iy.

EMM386.EXE (USUALLY USED FOR COMPUTERS WITH 286 and above Gill'S, and
with computers lhal do not use Windows95) If you are using Winelows95/98/NT, Forget
about fixing this parameter.

Simulates expanded memory in ext~nded memory and provides aeeess!to the upper
memory area on a computer with an 80386 or higher processor.

HlMEM.SYS(USUALLY USED FOR COMPUTERS WITH 286 and above CHIPS)

Manages the use of extended mel110lY on a computer with an 80286 or higher
processor and extended memory. If you are using Winelows~5/98/NT, Forget about fixing
this parameter.

I \,' '



SMARTDRV.SYS(USUALLY USED FOR CCPAP COMPUTERS WITH 286 and above
CHIPS) If you are using Windows95/98/NT, Forget about fixing this parameter.

OTHER I~EVICES ARE USUALLY CONTAINED AND INSTALLED BY THE,
SOFTWARE THAT ARE INSTALLED INTO THE FIXED DISK.

Most oftentimes, many of the old computers don't need to have devices installed
because of the small amount of main memory they have. Hence many of the newer software
can't run on them.

FCBS

Syntax: FCBS = x

x is the number of the file control bloek

FCBS or File Control Blocks are data structures that storc information about a file. Older
software sometimes requii"c this command, but newer ones don't, bccm;se of one limitation: if
morc files wcre opcncd than the file control blocks listed, DOS might close the files that were
opened earlier. If you are using Windows95/98/NT, Forgct about fixing this parameter.

FILES

Syntax: FILES=X

x is the number of the files that will be concurrently opencd.

FILES is very important in most software since it allows a certain number of files to be
accessed at one time. Valid values range from 8 to 255. the default value is 8. Some
Programs rcquire a larger value, and the typical number is 20.

INSTALL

Synlax: INSTALL= [drivc] [path][liIcname][paramctcrs]

Loads a memory' resident program inlo memory when DOS is startcd.

LASTDRIVE

Syntax: LASTDRIVE=n

N is the' drive number

li'l '
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LASTDRIVE cOllllnal1l1 specifics the maximum number of drives you can access. If you are

using Windows95/98/NT, Forgel about fixing this parameter.

REM

REM is used as the !irst word (or a coI'nment within the file. CommenLs are use to make

reading of the con!ig.sys easier

SHELL.

Syntax: SH ELL=[drive][path][filename][parameters]

SHELL is used [0 specify the name and location of the command inlerpreter you want MS

DOS to use. If you are using Windows95/98/NT, Forget about fixing this parameter.

STACKS

Synlax: STACKS=n,s

n is the nunlbcr of the stacks

s speci!ies the size ill bytes or cach slacks

If you are using Windows95/98/NT, Forget about fixing this'parameter.

INSTALLiNG SOFTWARE

Installing software 011 your hard disk is llsually very easy. With original installation

diskettes, The cOlllmands are usually Instalt.xxx or Setup.xxx, In most cases however, it

happens thaI you dOll'l have the installation diskettes with you, so you can still have

software's for your hard disk simply by copying frolll other units or computers.

For eXalllple, you wanl to copy Wordstar 4 from somebody else'~ computer, and you

don't have the installation diskette with you. You go to the Wordstar 4 Subdlirectory, copy the

files into a diskette, and transfer it to your hard disk. '
, .

\vi
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USAGE OF l'AK

To pack files using PAK, use this syntax:

PAK A [packed file name] [where the file is]

To unpack, lise this syntax:

PAK E [packed lite name]

USAGI~ OF l'KZlJ'

To pack Jiles using l'KZll' lise this syntax:

PKZII' [packed file name] [where the file is]

To unpack, use the Pkzip cOllnterpart which is PKUNZIP.EXE, and lise this syntax:

PKUNZIP [packed file name] [where the Iile is]

! I
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Ever wanted lo shorten a procedure/procedures at the command prompt so lhal you
won't have to type all those characters? You create a batch file. The cOI11mal1ds you write into
a batch file are the commands you input al theDOS pWI11pt. The auloexec.bat is an example
of a balch file.

EXAMPLE 1
CASE: Every day, Mr. Qwertyuiop uses a command at the root directory of C:, then

goes to the subdireclory C:\TOOLS\ANTIVIRU\SCANTOOL to SCAN drive C: for viruses,
then goes to thc C:\WS4 subdircctory to start Won.!star. Normally, he would type the
following:

CD\'I'OOLS\AN'nVU\SCANTOOL
Entcr
SCAN C:
Enter
CD\WS4
Enter
WS
Enter

Dilemma: How lo shorten the troublesome process of typing all these troublesome
keys.

SOLUTION:
Qwertyuiop opens a non:document file at Wordstar alld names it ZX.BAT. He types

the following bcfore saving it.

CD\'I'OOLS\ANTIVIRU\SCANTOOL
SCAN C:
PAUSE
CD\WS4
WS

He employs lile PAUSE command, so that afier scanning, he will see if there are
viruses, and if thcre are, stop the batch file from continuing using CTRL -1- BREAk.

ADVANTAGE:

Now all QwertYliiop types each morning are the keys A, S, and ENTER.

I, If you want to be able to conserve more energy while yoU are using the computer, but you
don't want to quit your application and tutn off the whole system, then turn off the monitor.
This cools down the monitor, and extends the l11ollitor's life.
2. for minimum eye stain and the top of the screen should be. at eye l\'Yel. Colored High
resolution monitors makes many text types vety small so as to be' !more difficult to
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encapsulate through VISIOn, thus also straining the eyes. This monitors are for made for
graphics applications, and not your favorite Wordstar or Lotus.
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DOS TIPS

A. USING THE *.* (STAR POINT STAR)

Usually, when you want to copy all from a drive, directory, or subdirectory, you use
copy *.*. Now, with DOS versions 5.0 and 6.0, you can use the period instead of the star
point star. that is , use the character. instead of *.*. in effect you use copy. only., saving
more time in keyboard punching.
B. USINGREN

PROBLEM J: Sometimes you lose your original Wordstar file after a brownout, or if
somebody happens to trip your power cord. However, You have a backup file with the .bak
extension. you can't edit this file, since if you open it, it will be in a protected mode. How do
you access this file? ,

PROBLEM 2: You want to make a file with a name already used. If you do so, it will
overwrite the existing file, and that is not what you want. However, ,since you are not lazy
enough to think about it, you copy the first file into a diskette, so that you can have a back-up
of the first file, since it will be overwritten by the second same-named file. Do you have a
shortcut to this problem?

PROBLEM 3: You have a lot of files in a directory and it gets so confusing, since
they are named, for example PROGRAMl, PROGRAM2, PROGRAM3, PROGRAM4,
ETC., so that in order to look for a patiicular piece of data, you have to check all of the files.
How should you remedy this dilemma?

SOLUTION: Rename the files. Use the REN command. the syntax is as follows:

Par example, you want to rename FILEl.BAK into the name EDSAROAD.
You type this command at the subdirectory where the file FILEl.BAK is :

REN FILEl.BAK EDSAROAD

Presto! The filename is now EDSAROAD.
C: using dir/w/p , I

Problem: you want to see all the files in a big directory, and you want it in five
columns; However, there are to many, so that all you see are the files at the end, since the
directory keeps right on scrolling. You remedy the situation by pressing pause a fast as you
can 'aner you press the Enter key. Is there any way you can have what you want a little bit
easier?

SOLUTION: [nstead ofDIRlW, use
DIRiW/P



PC MANNERS

1. Do not just close a program, if the file opened has not yet been saved. Better yet, save it
before you close it.

2. If you have problems with your computer, check what you can before asking for help. You
just might not have turned your computer on. Or you just did not plug it.

3. Never delete/erase file/s until you are sure there is a backup or the person who placed it
there does not need it anymore..

4. ALWAYS CHECK FOR VIRUSES. Do this every morning. Somebody might have used
the computer whi Ie you were gone, and a virus might be there.

5. Care about other people's computer problems. Someday it might be your problem too.

6. Never put any food on your monitor or CPU.

7. Erase your unnecessary files.

8. keep your data file organized. Use names that are easily recognizable. Keep your data at
least in recognizable directories.

5. If others have to use your unit, don't put passwords.


